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About Indistar
Indistar® is a web-based tool that guides a district or school Leadership Team in charting 

its improvement and managing the continuous or rapid improvement process. Indistar® 
is called different things in different states. For example, Mississippi calls it Mississippi 
SOARS, the Bureau of Indian Education calls it Native Star, and Idaho calls it the WISE tool. 
The system is also tailored for the purposes of each state, its districts, and its schools.
Indistar® is premised on the firm belief that district and school improvement is best 
accomplished when directed by the people closest to the students. While the state 
provides a framework for the process, each district or school Leaderhip Team applies its 
own ingenuity to achieve the results it desires for its students —students it knows and 
cares about.

Providing a district or school Leadership Team with an improvement process that 
encourages local ingenuity and responsibility changes the dynamic between localities and 
the state. It also requires a “culture of candor” in which district and school personnel talk 
openly and honestly about their professional practices that contribute to student learning. 
Placing this high level of confidence in the ability of district and school personnel to chart 
their own course also requires that the district or school team is given convenient access 
to tools, resources, and effective practice to get the job done.

Indistar®, by whatever name, includes Wise Ways® research and practice briefs to 
support its indicators of effective practice. Indistar® also provides Indicators in Action™ 
video modules demonstrating the practices, and the technology for capacity builders to 
coach the Leadership Team in real time. Indistar® enables coaches to assist a team with 
coaching comments and reviews about the team’s ongoing work.

The bottom line is that Indistar® will guide Leadership Teams—whether district, school, 
or both—through a continuous cycle of assessing, planning, implementing, and progress 
tracking. Focus will be clear, responsibilities assigned, efforts synchronized.
• Innovation. Indistar® is a structure to guide high-quality work by school and district 

Leadership Teams with built-in flexibility to encourage local innovation. 
• Research Alignment. Indistar’s Wise Ways® technology links each indicator to a succinct 

synthesis of the related research, examples, and resources.
• Capacity. Indistar® builds the district’s capacity to support the improvement of its 

schools while directly guiding a school’s improvement activities. 
• Documentation. Indistar® provides practical documentation through built-in 

mechanisms for creating agendas, recording minutes, assigning responsibility, setting 
timelines, allocating resources, coaching, and monitoring degree of implementation. 

• Operational Data. Indistar® delivers the “other side of the data equation,” the district, 
school, and classroom behaviors and practices that contribute to student learning. 
Practice must improve in order for results to improve. 
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• Unique to State. Indistar® becomes the state’s unique system, accessible through its 
own website, given its own name, and aligned with existing improvement initiatives. 

• Electronic Reporting. Indistar® includes a state administrative page that allows 
for convenient monitoring of each district’s and school’s progress and access to 
electronically submitted forms and reports. Forms and reports submitted elecronically 
by schools and districts may be reviewed by the state and returned with comments 
before final approval. Forms and reports of this type are commonly used to satisfy state 
and federal requirements.

• Progress Tracking. Indistar® provides charts that track and display progress.



8

Access Level Descriptions

A Quick Look at Access Levels Descriptions
Every login is assigned according to an access level. The access level determines the 
privileges that each person has to view information, edit information, or enter coaching 
comments. In Indistar®, these privileges are carefully differentiated.

Access Level Who Uses it What is it for
State Administrators State Administrators Can view the work of both district and school teams but can offer Coaching 

Comments only at the district level.
Cannot view the Rapid Improvement Leader’s work.

District Superintendent and District
Process Manager

Can view and edit the district team’s work and respond to Coaching Comments 
from the state. Can view the school team’s work and can offer Coaching 
Comments. Cannot view the Rapid Improvement Leader’s work.
* The district level access also has the option of using the dashboard for 
additional reporting purposes.

District Consultant Consultant/Coach working with the district Can view the work of both district and school teams to which they’ve been 
assigned but can offer Coaching Comments only at the district level. Cannot 
view the Rapid Improvement Leader’s work.

District Liaison District person working with the school team Can view the work of the school team(s) to which they’ve been assigned and 
can offer Coaching Comments only at the school level. Cannot view the Rapid 
Improvement Leader’s work.

School Principal and School Process Manager Can view and edit the work of the school team and respond to Coaching 
Comments from the District Liaison, School Consultant, or District.  Cannot 
view the Rapid Improvement Leader’s work.
* The school level access also has the option of using the dashboard for 
additional reporting purposes.

School Consultant Consultant/Coach working with the school Can view the work of the school team and can offer Coaching Comments.  
Cannot view the Rapid Improvement Leader’s work.

Guest Login Teachers, parents, school board members, 
accreditation organizations, and others

Can view the Comprehensive Plan Report, Where Are We Now?, and Summary
Report.

SCHOOL LEVEL

State 
Administrator(s)

District 
Superintendent 
and Process 
Manager

District 
Consultant

District Liaison School 
Consultant

School Principal 
and Process 
Manager

Leadership 
Team  Members

Guests (parents, 
teachers, 
community 
members,
school board, 
etc.)

Information, 
Mission, Goals

View Only View Only View Only View Only View Only Add/Edit View Only View Only

Demographics & 
Test Scores

View Only View Only View Only View Only View Only Add/Edit

Leadership Team 
Roster

View Only View Only View Only View Only View Only Add/Edit View Only

Indicators:
• Assess
• Create 
• Monitor

View Only View Only View Only View Only View Only Add/Edit View Only View Only

Spotlight Filter View Only View Only View Only View Only View Only Add/Edit View Only View Only

Supplemental 
Forms

Review; 
View Only

Review; 
View Only

View Only Review; 
View Only

Review; 
View Only

Complete/ 
Edit

Submissions:
• Forms
• Improvement 

Plans

View Only View Only View Only View Only View Only Submit

Document Upload View Only View Only View Only View Only View Only Add/Edit

Meeting Agendas
and Minutes

View Only View Only View Only View Only View Only Add/Edit View Only

Coaching 
Comments

View Only Send and 
view

View Only Send and 
view

Send and 
view

View and 
respond

View Only

Coaching Review View Only View Only View Only Add Add View Only

State Feedback Add View Only View Only View Only View Only View Only

Reports:
School/District-
specific

View Only View Only View Only View Only View Only View Only View Only View Only

Data Mining 
Assessments and 
Plans

Run

Reports:
Progress across
all schools and 
districts

Run
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DISTRICT LEVEL

State 
Administrator(s)

District 
Superintendent 
and Process 
Manager

District 
Consultant

District Liaison 
(assigned by 
district to 
support schools)

School 
Consultant 
(assigned by 
state to support 
schools)

School Principal 
and Process 
Manager

District
Leadership 
Team  Members

District Guests 
(community 
members,
school board, 
etc.)

Information, 
Mission, Goals

View Only Add/Edit View Only View Only View Only

Demographics & 
Test Scores

View Only Add/Edit View Only

Leadership Team 
Roster

View Only Add/Edit View Only View Only

Indicators:
• Assess
• Create 
• Monitor

View Only Add/Edit View Only View Only View Only

Spotlight Filter N/A N/A N/A N/A N/A N/A N/A N/A

Supplemental 
Forms

View Only Add/Edit View Only

Submissions:
• Forms
• Improvement 

Plans

View Only Add/Edit View Only

Document Upload View Only Add/Edit View Only

Meeting Agendas
and Minutes

View Only Add/Edit View Only View Only

Coaching 
Comments

Send and 
view

View and 
respond

Send and 
view

View Only

Coaching Review View Only View Only Add

State Feedback Add View Only View Only
Reports:
School/District-
specific

View Only View Only View Only View Only View Only View Only View Only View Only

Data Mining 
Assessments and 
Plans

Run

Reports:
Progress across
all schools and 
districts

Run
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The School Team. . .

 Completes and submits all required forms

 Plans Leadership Team meetings with agendas and minutes

 Assesses, plans, and tracks progress of success indicators, following
SEA guidance and expectations

 Links to resources relative to each success indicator

 Generates a variety of reports

 Dialogues with coaches

 Electronically submits reports to SEA

School 
Leadership 

Team

Coach

LEA

SEA

The LEA. . .
 Creates district Leadership Team and works through SEA expectations

 Works with and reviews the school Leadership Team’s:
 Meeting agendas and minutes
 Assessment and Implementation of indicators
 Implementation of plans and tasks
 Progress of form completion and submission

 Data mines across schools in district

 Reviews forms or indicator work before it is submitted

 Reviews SEA reviewer comments

School 
Leadership 

Team

Coach

LEA

SEA

The SEA. . .
 Sets indicator benchmarks, due dates and expectations for school and district team

 Determines Forms to Complete and due dates for each school or district form

 Reviews  the Leadership Team’s progress through:
 Meeting agendas and minutes
 Assessment and Implementation of indicators
 Implementation of plans and tasks
 Progress of form completion and submission

 Data mines across schools and districts

 Generates reports

 Supports school and district teams through webinars, trainings, etc.

 Supports and enforces coaching efforts

School 
Leadership 

Team

Coach

LEA

SEA

Teaming and Roles
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Accountability to students and to each other

Willingness to polish the craft together with high 
expectations for the adults 

Focus on the practice, not the person

Openness to the data about student outcomes 
and about the practices that contribute to the 
outcomes

Transparency: the Guest Login

Teams: Culture of Candor

Leadership Team
The team that manages the Indistar® 

process and is ultimately responsible for 
making decisions for the school, for 

transformation and for school 
improvement.

Instructional Teams
Teams that include teachers in grade 

level groupings, grade-level clusters, or 
subject areas. Responsible for planning 

instruction for students.

School Community Council
A team that includes parents as the 

majority of its members and looks at how 
the school and families work together for 

the benefit of students.

Time
Teams need time to do their work and 

structure to do effective work. Indistar® 
provides benchmarks of work to be 
completed at specific points in time 

during the year.

Teams

Teams: The Cornerstone of Indistar®

Teams:  Expectations

 Attend scheduled team 
meetings regularly

 Assess progress toward 
Success Indicators with a 
culture of candor

 Plan for adjustments

 Receive feedback from 
coaches

 Select one member to 
be the “process 
manager” to enter 
information into the 
web system

 Use guest login to review 
team work
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Recommended Browser Settings

This is the procedure to allow Indistar to pass the pop-up filter. 

In Internet Explorer 
1. Select Tools 
2. Select Internet Options 
3. In the Browser history section of the General tab click the Settings button. 
4. Make sure Every time I visit the webpage is selected and click OK. 

Browser Settings
*Failure to have the correct Browser cache setting may result in incorrect data being displayed.

In Chrome 
1. Click the Chrome menu on the browser toolbar. 
2. Select Settings. 
3. Click Show advanced settings and find the "Reset browser settings” section. 
4. Click Reset browser settings.

In Mozilla Firefox 
1. Click the settings icon 
2. Go to Privacy 
3. Make sure that “Remember my browser and download 
history” is NOT checked. 

In Safari (Unknown options for Safari) 

Browser Settings
*Failure to have the correct Browser cache setting may result in incorrect data being displayed.
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Pop-Up Blocker Settings
This is the procedure to allow Indistar to pass the pop-up filter. 

In Internet Explorer 
1. select Internet Options 
2. go to the privacy tab 
3. Pop-op Blocker select Setting button 
4. Add www.indistar.org 

In Chrome 
1. Click the Chrome menu, top right on toolbar 
2. Select Settings 
3. Click Show advanced settings 
4. In the Privacy section click the Content Settings 
5. In the Pop-ups section click Manage exceptions 
6. Add [*.]www.indistar.org and Done 

In Safari (Mac OSX system running Safari 5.05 or higher) 
1. Open Safari 
2. Click “Safari” in the menu bar 
3. Ensure a check mark is not next to the setting “Block Pop-Up Windows” 

a. If there is a check mark next to “Block Pop-Up Windows” click the option
and pop-up blocker will be disabled (the check mark will disappear). Pop-Up Blocker Settings

In Mozilla Firefox 
1. At the top of the Firefox window, click Tools and then select Options. 
2. Select the Content panel. (See sample 1) 
3. Block pop-up windows/Exceptions: This is a list of sites that 
a. you want to allow to display pop-ups. 
4. Allow: Click this to add a website to the exceptions list. (See sample 2) 

Sample 2Sample 1
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Compatibility View Issues for IE11 – temporary solution 

Trouble Logging In/Error
In Safari 
If you are having trouble logging in, please check to see that your Cookies are set to “Block 
cookies – From third parties and advertisers”, not “Always”. 

Tools Preferences  Privacy  Block cookies – From third parties and advertisers 
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Logging In

Logging In
When a district or state registers a school, the school login and password information is 
sent to the school principal and the process manager via email. The password may also be 
given out at a training held by the district or state. With this information, the principal or 
process manager may log in to Indistar® through the state’s website, if the state has posted 
a link there or through the “Indistar Login” http://www.indistar.org/.  Both of these login 
access areas will lead to the same login screen. The screen shots below show the access 
area on the Indistar webpage as well as the login screen.
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Program Processes

Dashboard First Steps
Assessing and 
Re-assessing 

Indicators

Creating Plans 
and Tasks

Monitoring 
Implementation 

and 
Sustainability

Navigating the 
Tool

Personalization
and 

Spotlight 
Indicators
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Dashboard

School and District Dashboard
HOME tab

Link(s) to Indicators that school’s 
assess, plan and monitor

Quick access to live 
reports

School and District Dashboard 
Complete Forms tab

Link(s) to forms 
that schools or 
districts 
complete.  Forms 
can also be sent 
to reviewers or 
coaches for 
feedback. 
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School and District Dashboard 
Submit Forms/Reports tab

The Submit Forms/Reports 
tab includes:

 due dates for indicator 
submissions

 due dates for form 
submissions

 pdf copies of each 
submitted report from 
the current and previous 
year

School and District Dashboard
DOCS & LINKS tab

Links to additional 
resources and 
webpages that may 
aid schools and 
districts in their 
efforts
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School Coach Dashboard 
MY SCHOOLS tab

Link(s) to each school’s dashboard that a coach is assigned to

School Coach Dashboard
After choosing a dashboard in the MY SCHOOLS tab, the system 
will display all information for that school, including a Coaching 
Review link, indicators, forms to complete, required reports, and 
uploaded documents.  

Coaches can then 
choose a new 
school from the 
MY SCHOOLS 
tab.
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District Coach Dashboard 
MY DISTRICTS tab

Link(s) to each district’s dashboard that a coach is assigned to

District Coach Dashboard
After choosing a dashboard in the MY DISTRICTS tab, the system 
will display all information for that district, including a Coaching 
Review link, indicators, forms to complete, required reports, and 
uploaded documents.  

Coaches can then 
choose a school 
from the
MY DISTRICT 
SCHOOLS tab.
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DISTRICT Coach Dashboard

To look at dashboards, indicators, forms or reports for a school inside of 
a district, the coach simply clicks the MY DISTRICT SCHOOLS tab and 
chooses a school.  

The coach can 
choose to 
display the list of 
districts again by 
clicking on the 
‘Show My 
Districts’ button 
in the MY 
DISTRICT 
SCHOOLS tab.



23

First Steps

The first items 
that a process 

manager 
should do in the 

system are:

 Update school 
information

 Add Team Members

 Add demographics 
and test 
assessment scores*

*Test scores and demographics may be optional in some states.  Please contact your SEA for state specific information.

The first items
that a process 

manager should 
do in the system 

are:
 Update school 

information

 Add Team Members

 Add demographics 
and test 
assessment scores
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Updating School Information 

To edit principal or 
process manager 
information, simply 
change the information 
and click SAVE.

Note:  Coach updates can 
not be made by a school or 
district process manager.  
Please contact your SEA if 
that information needs to 
be updated.

The first items 
that a process 

manager 
should do in the 

system are:

 Update school 
information

 Add Team Members

 Add demographics 
and test 
assessment scores
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Adding and updating your team

The process manager should add all team members as one of the first steps in using Indistar.  Team 
members should be updated as needed.  When the team begins creating plans and tasks, only 
those team members here will appear as a drop-down choice.

• Add team 
members

• Update 
information

• Delete team 
members

The first items 
that a process 

manager 
should do in the 

system are:

 Update school 
information

 Add Team Members

 Add demographics 
and test 
assessment scores
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Adding 
demographics 

information
• Ethnicity

• Other (attendance, 
mobility, IEP students, 
etc.)

• Personnel

• Enrollment
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Adding test (assessment) scores

There are 3 steps to this process:

Step 1: Enter the name of the test and school year.

Step 2: Enter the subjects included in the test.

Step 3: Select the test for the appropriate school year and enter 
results.

Add the test...

Add subjects...

Add results...
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Personalization and Spotlight Indicators

Schools and Districts 
can enter their mission 
statement, as well as 
goals to increase 
student achievement 
on the School or 
District Information 
page.

Mission

Goals

The Spotlight 
Indicators page can be 

found by clicking on 
the Spotlight icon 

from the main menu 
page or the 

Navigation Toolbar.
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Spotlight Indicators are a way to streamline and focus the 
work of the Leadership Team. 

Once the Leadership Team has decided on which indicators will be 
their focus, they can simply go to the Spotlight Indicators page 
and click all indicators they would like to include.

Selected Spotlight Indicators will be included in the Spotlight 
Indicator filter on the Assess, Create, and Monitor sections .

Once the Spotlight Filter is checked, it will remain so in all areas until unchecked.
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The Mission, Goals, and Spotlight Indicator report can be found on the School 
or District report listing page, as well as on the Guest and Leadership Team 
pages.

Mission

Goals

Spotlights
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Assessing and Re-assessing Indicators

When assessing an indicator, the Leadership 
Team should:

 Utilize the Wise Ways research 

 Engage in a culture of candor

 Acquire a deep understanding of the practice

The Leadership Team should ask themselves:

1
• What is the straight-forward, literal meaning and intent of the indicator? 

2 • How would we know the extent to which the indicator is implemented?

3
• What data must be analyzed to determine the level of implementation?

4
• What instruments must be created to gather the data? 

5
• Who will make the data available? 

6
• What does it look like now?
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Assess School Indicators

Utilizing Wise Ways and candid conversations, teams will determine if indicators 
are:

 Fully Implemented

 Limited development

 No development

Teams can find 
indicators to 
assess here on 
the main menu.
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No Development or Implementation

If the team determines  there is no implementation, it then decides
if the indicator is:

 not a priority (provide explanation why)
 a priority and will be included in the school improvement 

plan. 

Will Include in Plan/Limited Development

If the team determines that it will include the indicator in their plan OR if the team 
assesses the indicator as Limited Development, then the team will determine:

 Priority of the indicator

 Opportunity to reach full implementation 

 Description of current implementation
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Full Implementation

If an indicator is determined to be fully implemented, the team 
must provide:

 Evidence of full implementation

 Description of sustainability efforts

*Indicators marked as fully implemented or not a priority will not move into the planning process.
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Create Plan and Tasks

Creating Plans
 assigns a team member to 

be responsible for the 
Objective

 describes how the Objective 
will look in the school when 
it is fully implemented

 describes what they will 
need to gather to provide 
evidence when it is fully 
implemented

 creates tasks to reach the  
Objective

To create a plan for an objective, the 
Leadership Team :
*Teams should again refer to Wise Ways when creating plans.

Objectives to Plan
Teams can create plans for 
indicators assessed as:

 No development, will 
include

 Limited development

Indicators that were 
assessed as:

 not a priority or

 fully implemented 

will not appear in Create. 
Indicators are referred to as ‘objectives’ in the planning 
process.
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Creating Tasks

For each task created, 
the Leadership Team:

 describes the tasks

 assigns a person to 
complete the task

 establishes a date 
the task will be 
complete or  
routine

 add a frequency of 
recurrence

Tasks should be simple steps towards completing the objective.

Task Sorting

Teams may decide to reorganize the order of tasks depending on 
due date and need.  Besides changing the target date, users can 
also update the sort order of tasks in the Create Plan step.
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Monitoring Implementation and Sustainability

At each Leadership Team 
meeting, the team will:

 review the list of tasks 
that were created for 
each Objective

 check progress of each 
task with the team 
member assigned

 check off each task as it 
is completed. 

Monitoring the Plan

Once all tasks for an 
objective have been 
completed, the team will 
decide if:

 The objective is now fully 
implemented OR

 More work still needs to 
be done
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If the team has reached full 
implementation for an 
objective, they should:

 CELEBRATE! 

 Describe evidence of 
implementation

 Describe experience

 Explain how 
implementation will be 
sustained.

If all tasks have been completed, but the Leadership Team does not feel as if they have 
reached full implementation, the Team will simply add more tasks until the objective has 
been met.
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Navigating the Tool

Navigating from Assess Create Plan Monitor

Navigation Toolbar   
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Click here to go back to the Main Menu page.

Click any of these to work on or update 
your indicators, objectives, or tasks.

To add or update site information, team 
members, test scores, or demographics, 
or select Spotlight indicators choose one 
of these icons.

Set up a meeting agenda, add meeting minutes, 
view/respond to a coaching comment, or simply see 
exactly ‘Where you are…’.

All 20+ reports, blank indicator worksheets for 
assessing and planning, plus all additional resources 
can be found here!

Glossary of icons
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Additional Features

Resources 
and Reports Research Coaching

Document 
Upload

Reviewable 
Forms

Meetings 
and Agendas

Bulletin 
Board

Guest Page
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Resources and Reports

Resources     Tab 1 Indicators, Wise Ways, and Rubrics

Tab 1 gives the user accessibility to complete lists of Indicators, Wise Ways, and Rubric (if applicable for viewing, 
printing, or sharing.)

Where can they be found?

• Click on Resources 
OR Reports from 
the Navigation 
Toolbar

• Choose Reports
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Resources Tab 2 System Instructions and Tutorials

Tab 2 gives the user accessibility to video tutorials on how to navigate and use the Indistar system, handbooks, 
powerpoint presentations, and instructional guides.

Resources Tab 3 Other Resources

Tab 3 gives the user accessibility to additional websites , helpful links, and resources on professional development, 
innovation, family engagement, etc.
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Reports: view, export, print

 Choose a report

 Apply filters, if needed

 Click on the export icon

 Choose a file type  

 Export and ‘save’ as a file 
or print
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All reports contain live, up-to-the 
moment data
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Research and Practical Application

Finding Wise Ways…

Wise Ways can be found in each 
step of the Indistar  process.  The 
Leadership team should discuss 
each Wise Ways research brief 
during the assessment,  planning, 
and monitoring processes.

Wise Ways 
can also be 

found…

Guest Page

Coaching Review Page

Wise Ways® are research briefs that provide:

 a context for each indicator

 research syntheses

 action principles

 examples and templates

 references and resources 

 guiding questions
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Resources on Indistar website

Power Point 
presentations

Indistar Video

Indistar Login Access

Access to videos of 
Indicators in Action and 
Indicators NOW!

Access to activities, 
guidance documents, 
publications, lists of 
indicators, etc.

Video clips of 
real teachers, 
principals, and 
parents using 
effective practices 
in real classrooms

Three courses 
(Leadership, 
Instruction, School 
Community) with 
facilitator’s guides 
and workbooks. 
Includes video of 
effective practices “in 
action.”
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Meetings and Agendas

Where can we plan a meeting?

From the 
Navigation 

Toolbar, 
simply click on 

‘Team 
Agendas & 
Meetings’

Set up a New Meeting Agenda

To set up a new 
Meeting, add:

Meeting date
Meeting time
Meeting title
Meeting location

Click Save/Update
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Add indicators

To add Indicators 
to a Meeting 
Agenda, click on 
the button:

Apply filter         
or select a 
Section to view 
indicators to 
choose from

After choosing a set of indicators to display, the category and 
section titles will display at the top of the page.
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• To add indicators to 
assess or plan for 
your meeting, simply 
check the 
appropriate box

• Once you have selected all necessary indicators 
for a section, click the button to add them to 
your meeting agenda.

• REPEAT above steps to add additional indicators

Add ‘Other Business’, if applicable, and click…

…’Save Agenda’ or ‘Save and Print Documents’ to finish the agenda set-up.
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Prepare documents for meeting
Once an agenda has been 
created, the process manager 
can print personal meeting 
documents, from Tab 2. 

Items to prepare for a meeting 
may include:

 Agenda
 Meeting Minutes Form
 Blank Worksheets 
 Reports, such as Task Report 

and Celebrate Our Success 
Report.

A Leadership Team login can be found on the school’s dashboard page.  The principal or process manager 
should share this with all team members.  Team members can use this login to access the agenda, 
indicator list, and Wise Ways®, as well as progress reports.

Agenda and Meeting Minutes Forms...

The process manager should 
have a Meeting minutes form 
for note-taking

Worksheets...

A blank worksheet for each indicator chosen may be printed to use for note-taking, as 
the team discusses and decides on implementation and/or  creates a plan and tasks
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Adding Meeting Minutes
Once the meeting has 
concluded, the process 
manager should:

 Update the meeting 
information

 Add specific indicator 
information to Assess, 
Create a Plan, or Monitor 
Progress from the main menu

 Prepare and set up for the 
next Leadership team meeting

Note:  Tab 3 – Enter Meeting Minutes is only visible after a meeting agenda has been set up.

Edit current agenda or add Meeting Minutes
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Simply edit date, time, location, indicators or 
other business and SAVE

If you need to remove a meeting, just click ‘remove’ 
in the last column and click OK on the pop-up if you 

are sure.
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To view, export, or 
print a meeting 

agenda or minutes, 
click on the link 

under ‘View Agenda 
or Minutes’.

View existing Agendas or Meeting Minutes
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• Coaching Comments are meant to be specific comments and/or suggestions in relation 
to an indicator or area of leadership team planning (e.g. team meetings, forms, 
updates).

• Coaching Review enables the coach to scan a variety of reports in order to create an 
overall review of the leadership team’s progress. 

• Coaching Critique enables the coach to address a specific set of questions, set by the 
state, relative to the leadership team’s progress.

• State Feedback enables state administrators to address a specific set of questions, set 
by the state, relative to each leadership team’s progress.

Coaches can access these tools by logging in and 
choosing a school or district to view

Choose a site to view

Coaching: Tools
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View school reports, comments, quick score, 
meeting minutes, etc.

Choose a school to coach

Coaching Review Reports

• Summary Report...overall summary report of all work, information and activity that a school or district has 
completed.

• Comprehensive Report...detailed report of all assessments, plans and monitoring information.
• Comments & Reviews...Coaching comments, reviews and responses; history and ability to send or respond 

anew.
• Task Report...detailed list of all tasks created.
• Where Are We Now...overview of a school or district’s plan, in graph form.
• Team Meetings...detailed agendas and meeting minutes as entered by the school or district.
• Quick Score Report...a quantitative rating summary of the school or district’s progress, based on key 

factors within the tool.
• Coaching Critique/Feedback…an electronic form used by coaches to add a standardized assessment of the 

quality of work of the school or district team. Critiques are a series of questions or items, determined by 
the state.
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View reports, comments, quick score, meeting 
minutes, etc.

Coach’s critique or 
state feedback using 
state questions

Coach’s comments

Coach’s review

Coaches should move through each tab, checking...

1. Recent activity....login activity, meetings and agendas, chart progress in the Where Are We Now report.

2. Quantity of work...has the school or district completed what is expected of them?  Summary Report has a list of 
recent dashboard submissions as well as an indicator count for the assessing and planning pieces.

3. Quality of work...in the Comprehensive Report, the coach will be able to see levels of implementation as well as 
evidence provided for each indicator or objective

4.  Responses to Coaching Comments or Reviews

5. Critique or Feedback information sent to the school or district by the state or other coach(es).

Coaches should provide feedback using the Coaching Review and Coaching Comments.

Coaching Comments and Reviews

The “Coaching Review” link enables the coach to scan a variety of reports 
while entering a “coaching review” or “coaching comment.” When a coach 
enters a coaching comment or coaching review, the principal and process 
manager receive an email alert and a dialogue can be created with the coach 
within Indistar maintaining documentation of the conversation.  
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• The state may choose to add one or both of two optional coaching features to Indistar. 
Coach’s Critique enables the state to determine a set of questions or items for the 
coach to address relative to the district or school’s work in Indistar. This report is then 
viewable by states, districts, and/or schools. 

• State Feedback works the same as a Coach’s Critique but is completed by SEA staff 
rather than the coach. The Coach’s Critique and State Feedback are ways to add a 
standardized assessment of the quality of work.

• Once a feedback or critique form has been submitted to a school or district, a copy is 
also visible to the state, coaches, district, and school.

The state completes the Feedback form by drilling down to a school or district’s Coaching page, 
from the state administration page.  The state will then complete the Feedback form and submit a 
copy to the school or district.  All levels (coaches, districts) will have view-only access of the form 
as submitted by the state. 

For the Coaching Critique, coaches will be able to access the form as set up by the state, via the 
Coaching Review page.  The coach will then complete the Feedback form and submit a copy to the 
school or district.  All levels (state, coaches, districts) will have view-only access of the form as 
submitted by the coach. 
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Reply notification

Besides receiving email notification, when a coach logs in, he/she will see an icon next 
to any school or district who may have responded to a coaching comment or review.

Coaching notification

School and district leadership 
will get email notification 
when a coaching comment, 
review, critique, or state 
feedback form has been sent.  
Additionally notification will 
appear on the dashboard and 
main menu page.

Replying to a Coach

School and district leadership may reply to coaching comments and reviews by 
going to the Coaching Comment page from the Navigation Toolbar.  Critiques and 
feedback forms cannot be replied to.
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Coaching: Support
• State or other consultants coach district teams; State or other consultants coach school 

teams; District liaisons coach school teams
• A coach’s role is to build the capacity of the district or school team
• Constant communication and support are vital to building capacity and a  strong 

implementation partnership
• Coaching can be done online or in person; Coaching comments and reviews should be 

entered into the tool to preserve the history

The Coach’s role in an indicator-based, continuous improvement process is always to:
• build the capacity of the district or school team to function within a culture of candor
• help teams accurately determine the level of implementation of effective practices and 

provide sound evidence
• strive toward universal and consistent practice.

The Coach serves the district or school best:
• when helping the Leadership Team understand the meaning of each indicator
• gathering information necessary for an accurate assessment of current practice relative 

to the indicator
• offering suggestions for good plans
• monitoring results until the team is assured that the practice is fully implemented 

across the district or school
Basic Guidelines for a coach include:
• Ensure Effective Teaming; reinforce logistics—scheduling meetings and good team 

practices
Know when the Leadership Team is meeting and remind the Principal (or 
Superintendent in a district team) and Process Manager to prepare and distribute the 
agenda, worksheets, Wise Ways®, and rubrics (if the State provides rubrics). This may 
require phone calls and emails as well as coaching comments. Help the Team function 
as a “professional learning community” and stick to its agendas.

• Reinforce the Indistar® Work
When visiting the school or district, review the Leadership Team’s work by entering the 
system with the Team and discussing what has been done and what lies ahead. Note 
upcoming reporting dates. Review Summary Reports and Task Reports. 

• Support the Leadership (superintendent, principal, process managers)
When visiting the school or district, meet with the Principal or Superintendent and 
Process Manager to review Indistar® procedures and the Leadership Team’s functioning. 
Leadership and participation by the principal is essential. 
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• Entry of work
Remind the Principal and Process Manager to enter the Leadership Team’s work during 
the Leadership Team meeting or immediately after. 

• Routinely Enter Coaching Comments and Periodic Reviews
Enter coaching comments after each Leadership Team meeting and at least twice a 
month; provide a periodic coaching review. 

• Help Team Integrate Programs
Help the Leadership Team integrate other programs and responsibilities within the 
Indistar® process. Because Indistar® focuses on professional practice rather than 
programs, it supports implementation of all good programs. 

• Promote Inclusion and Transparency
Encourage the Leadership Team to use the Guest Login and distribute Guest Login 
to all faculty and staff, parents, and school board members and help these groups 
to understand the meaning of the reports they view. Prepare the Leadership Team 
members to explain Indistar® to all stakeholders. Videos, Power Points, and other 
documents are available in the Resource section of Indistar®. 

Remember this about coaching...
• The time you have to devote to coaching truly varies from state to state, and position to 

position
• Whether you are full time or part time, every coach should be looking at the work that 

their districts and schools are doing on a regular basis.
• A school or district can not build capacity alone. You are a critical partner in the process 

and in their success. 
• Being in regular communication with your team(s) will ensure to them that they have 

support to move forward and guidance when they get off track.  
Coach in person...
• Join the team meetings as often as you can
• Stop in and review the plan with the principal or superintendent

Coach online...
• On a regular basis, keep track of the district or school’s progress
• Use coaching comments and/or reviews to send suggestions, encouragement and 

reminders

Don’t forget these important qualities of a coach...
• Self-responsible and self-challenging
• Good listener
• Comfortable with discomfort
• Willing to take risks and make mistakes
• Good model for respect and partnership
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• Non-defensive
• Continual learner
• Ability to clarify vision and concepts
• Consistent
• Pioneering spirit and long-term perspective
• Dialogues with colleagues
• Encourages others 
• Facilitates involvement of others

Additional Resources for Coaches

Academic Development 
Institute has created 
several supporting 
documents for coaches, 
districts, and schools.  
They can be found at 
www.indistar.org under 
Indistar® Resources.
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Document Upload

Teams can upload files just like attaching documents to an email.  Users will simply browse 
out to find their file, add detail information such as title and description, and drop it in 

either a state-created folder or create one of their own.  All files can be viewed, updated, or 
deleted by the user.  SEA staff and coaches will also be able to view, but not update, these 

files.

• Teams can upload files just like attaching documents to an email.  Users will simply 
browse out to find their file, add detail information such as title and description, and 
drop it in either a state-created folder or create one of their own.  All files can be 
viewed, updated, or deleted by the user.  SEA staff and coaches will also be able to 
view, but not update, these files.

• The Document Upload feature enables districts and schools to upload documents for 
the state to view. The district can also view documents uploaded by its schools. The 
state may designate the names of the folders for schools or districts to place their 
documents in.
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Reviewable Forms
How Reviewable forms work:
• The form is completed by the school or district.
• The form is saved and submitted for Review.
• The reviewer (designated by the state) makes suggestions/updates and may or may not 

approve the form for final submission.
• Updates, if needed, are made by the school or district.
• When form has been given the reviewer’s approval, the school or district can submit a 

final version to the SEA from the dashboard.
• A form may be sent for review multiple times, if necessary.

School level forms are filled out by each school/leadership team.  Once the form has been 
completed, it may be sent off for review.  The state will decide who will review a school 
form:  the district liaison, school consultant, district office, or a state reviewer.  Each form 
may only be connected to one reviewer. Once the form has been reviewed, the reviewer 
can make comments and decide whether revisions are needed, OR  decide that the form 
is accepted and a final version may be submitted to the state. 

School Level:                
Reviewable Forms
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District level forms are filled out by each district/leadership team.  Once the form has 
been completed, it may be sent off for review.  The state will decide who will review a 
school form:  the district consultant, a state reviewer, or a state administrator.  Each form 
may only be connected to one reviewer. Once the form has been reviewed, the reviewer 
can make comments and decide whether revisions are needed, OR  decide that the form 
is accepted and a final version may be submitted to the state. 

District Level:
Reviewable Forms

On the Complete Forms tab, fill out the form 
and then click “SAVE AND SEND FOR 
REVIEW” to send to state for comments.
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Reviewers only….

On the Reviewers page, fill out the reviewer comment areas (if needed) and 
then choose the appropriate level for acceptance….Accept, Revise & 
Submit, or Return with Revisions.

Once the Reviewer has commented on the form, the school or district will get email notification that the 
review has been completed.

The school or district should always 
view the reviewer comments inside 
each form and make any and all 
suggested updates prior to 
submitting to the SEA.
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Submitting the forms

Once all updates are made as suggested in the Reviewer comments, the user 
will go to the Submit Forms/Reports tab, find the report name, and click the 
submit button to send a final version to the state.
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When active messages are available, the envelope icon will change from empty to full.  
State Administrators can send to all or any of the following:
• Other State Administrators
• All districts
• All schools

Bulletin Board

General announcements can now be sent to coaches, schools, districts, and 
administrators.  The bulletin board can be accessed from each level’s dashboard
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• Only schools in a specific indicator group*
• Coaches…district consultants, district liaisons, school consultants

District consultants can send to:
• All districts assigned to them

School coaches (school consultants & district liaisons) can send to:
• All schools assigned to them
• Only schools assigned to them,  in a specific indicator group*

Districts can send to:
• All schools assigned to them
• Only schools assigned to them, in a specific indicator group*

*A school group is identified by a set of indicators.

Schools can only receive messages.

ADI/Indistar can send to all or any of the following, in all states or just a few states:
• Other State Administrators
• All districts
• All schools
• Only schools in a specific indicator group
• Coaches…district consultants, district liaisons, school consultants

View received messages:
You’ve got 
mail!
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Create a message:

View/edit sent messages
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Guest Page

Welcome Tab
The Welcome Tab displays information about 
work the school or district leadership team has 
just completed and upcoming due dates for the 
ongoing work on their improvement plan. 
Several graphs display progress of their 
leadership team’s efforts in implementing 
effective practices.

Guest Page

The guest page shares the ongoing progress and achievements of a school or district with 
its teachers, parents, school board, community, and others.
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Reports/Wise Ways/Indicators/Rubric

Example:

ID07 A Leadership Team consisting of the principal, teachers who lead 
the Instructional Teams, and other key professional staff meets regularly 
(twice a month or more for an hour each meeting). 

ID10 The Leadership Team regularly looks at school performance data 
and aggregated classroom observation data and uses that data to make 
decisions about school improvement and professional development 
needs. 
ID11 Teachers are organized into grade-level, grade-level cluster, or 
subject-area Instructional Teams. 

ID13 Instructional Teams meet for blocks of time (4 to 6 hour blocks, once 
a month; whole days before and after the school year) sufficient to 
develop and refine units of instruction and review student learning data. 

Indicators of effective practice…

Wise Ways – research briefs that provide an explanation, relevant 
research, and citations of resources for each indicator of effective 
practice.

Reports – several 
reports to display 
progress

Resources



4- Mission/Goals/Spotlight Indicators

Mission 

Goals 

Indicators

5- Leadership Team

Leadership Team members now have access to Coaching Comments and Meeting Agendas 
by using the Leadership Team login that can be found on the school or district dashboard.



Access Levels

Guests

• Wiseways®
• Indicator Lists
• Latest Updates/Progress
• View-only Charts/Reports

• Celebrate Our Success!
• Where are We Now
• Comprehensive Report
• Summary Report
• Accomplishments Report

Leadership Team

• Wiseways®
• Indicator Lists
• Latest Updates/Progress
• View-only Charts/Reports

• Same as guest
• Coaching Comments
• Leadership Team Agendas 

and Meeting Minutes
• Team Roster

Principal/Superintendent & 
Process Manager

• Full/Editable Access to:
• Wiseways®
• Indicator work
• All Reports
• All Forms
• Submissions/Due Dates
• Coaching Comments
• Agendas and Minutes



For more resources and information on Indistar

please visit

www.indistar.org

For resources and information on other Academic Development Institutes projects

please visit

www.adi.org



Adi
ingenuity and service since 1984

Academic Development Institute
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