
Roadmap to Healthy Schools • Phase Two: Developing a School Health
Impovement Plan (SHIP)

5

A note about best practices: Best practices are 
helpful not only when you are writing your action 
steps, but also when you are writing your objective, 
determining your measure of accomplishment, 
and writing school- and student-level outcomes. 
As the team starts researching best practices, you 
may want to go back and tweak your objective 
or outcomes to more accurately reflect what you 
learned from the literature.

You’ll know you’ve completed 
this step if:

The team has used best practices to 
write action items on the SHIP;

All of the columns related to the 
action steps are filled in (action steps, 
timeline, person(s) responsible, and 
budget needed);

The SHIP form is completely filled out.

Step 6
The team obtains approval 
from building administration 
to implement the School 
Health Improvement Plan
Earlier in this process, you obtained input from 
the staff about developing your School Health 
Improvement Plan (SHIP). As you look over your 
objectives, outcomes, and action steps, have you 
incorporated their input? Is the SHIP realistic 
and doable? If you answer yes to those questions, 
it’s time to obtain approval from the principal 
(or other authorized building administrator) to 
implement the SHIP.

Be thoughtful about how and when you present 
the SHIP to the principal/administrators. You 

could invite the administrators to a team meeting 
or meet with them in person. Be sure to set 
aside enough time so that the team can explain 
how the SHIP was developed. Explain how you 
incorporated the School Health Index results, 
staff input and best practices to develop the SHIP. 
Be prepared to answer questions about staff time 
needed and budget implications. Some teams find 
that it’s helpful to do a “dry run” before meeting 
with administrators. 

After this discussion with administrators, you may 
need to make some adjustments or modifications. 
Continue to use the processes outlined above to 
finalize the SHIP. When it has been approved by 
the principal/administration, you’re ready to roll! 

Many Coordinated School Health teams design a 
kick-off event to roll out the SHIP. Think about 
ways to get staff, students, and parents familiar and 
involved with your SHIP and supportive of your 
goals. Several teams have utilized existing school 
events such as back-to-school night or sporting 
events to make the SHIP public.

You’ll know you’ve completed 
this step if:

Building administrators have approved 
the SHIP;

The SHIP has been made public to 
staff, students, and parents.
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Step 7
The team meets regularly to 
conduct Coordinated School 
Health business
At this point, your team has a well thought out 
plan, responsibilities are identified, and the 
School Health Improvement Plan (SHIP) has 
been made public. An equally well thought out 
meeting format and structure will greatly benefit 
implementation of the SHIP. Some strategies for 
co-leaders to remember include:

Decide how often to meet.1.	  Many 
Colorado teams have set a goal of meeting 
formally four times per year. Finding this 
meeting time can be challenging. Teams 
who try to squeeze in meeting time before 
school have found it to be difficult and 
minimally productive. The best scenario 
is to have dedicated meeting time for 2–4 
hours. Some teams accomplish this by 
meeting after school; others get subs and 
meet during the school day. Your team will 
need to agree on the structure that works 
best, given your schedules and budget 
available. In general, it’s probably more 
effective to have longer meetings less often 
rather than frequent, short meetings.

Decide how your team will function.2.	  In 
your first meeting, it would be helpful for 
the team to agree on the following:
Operating agreements (What needs 

to happen for the team to work 
effectively together?);

Decision-making process (Voting? 
Consensus? Seeking agreement?);

Roles (e.g., facilitator, recorder, etc.);
Communication system (How will 

the team communicate between 
meetings? How will the team 
communicate with the rest of the 
staff? With parents?);

Meeting schedule (frequency, length, 
location).

Have an agenda.3.	  If possible, circulate it in 
advance. Try not to overcrowd the agenda. 
Think about what can be done prior to 
the meeting and what can be done after 
the meeting. Use the meeting to move 
the group forward—to make decisions, 
agree on actions, make commitments. 
Ask yourself, “will the people who attend 
this meeting feel it was a good use of their 
time?” If the main purpose of the meeting 
is to provide updates, you might not need 
a meeting! Updates can be circulated 
effectively via email or through office 
mail. Your meeting agendas will be largely 
focused around your SHIP.

Start the meeting on time.4.	  Sometimes 
we hesitate to start a meeting because 
everyone isn’t there yet. In delaying the 
start, we are dishonoring the people who 
made the effort to be there on time. Late 
starts also mean a rushed agenda, and the 
group loses valuable discussion time. If you 
have many people who are consistently late 
to meetings, you may need to revisit your 
meeting time. If you have a few people 
who are consistently late, you can assign 
them a “buddy” who will bring them up to 
date with what they missed. The “buddy” 
can do this on breaks or after the meeting. 
You can also help late-comers catch up by 
posting key discussion items and decisions 
on chart paper and having them posted on 
the wall.

End the meeting on time.5.	  This isn’t 
always as easy as it sounds, and requires 
some planning. Always build in time for 
some sort of meeting closure. This helps 
group members remember what happened 
and builds a bridge to the next meeting. 
Save time at the end to review any action 
steps that the group agreed on and to 
remind people when and where the next 
meeting will take place. It’s helpful if group 
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members have a chance to reflect on what 
took place during the meeting. This can be 
a simple as having a “go around” in which 
each person offers one statement about the 
meeting content or process. Just remember 
this: the worst way to end a meeting is to 
look up at the clock in the middle of a 
discussion and realize that time is up.

Consider rotating some of the meeting 6.	
roles. There are many different roles that 
members can play in meetings: convener, 
facilitator, recorder, process observer, 
snack provider, timekeeper. You may not 
need all of these roles in every meeting. 
Be intentional about the roles you need 
and let members try out different roles 
at different times. Having a role increases 
buy-in and attention.

A process observer is a role that you may 
not have experienced. During the meeting, 
the process observer pays attention to how 
the group works together. This is important 
because members can get so caught up in 
the content of the meeting that they don’t 
pay enough attention to group dynamics. 
Process observations allow members to 
have their collective behavior “mirrored” 
back to them. The group can use this 
information to examine, reflect upon and 
improve the way they work together. At the 
end of the meeting, the process observer 
can report on his/her observations. Process 
observers should report objectively on group 
behavior, not individual behavior, never 
mentioning names. Report on things like: 
how the group made decisions; spoken and 
unspoken rules; communication patterns; 
shifts in energy; how the group avoids 
or manages conflict. An effective process 
observer reports objectively on what s/he 
observed without giving an explanation or 
interpretation of the behavior.

During meetings, pay attention to the team’s 
process issues as well as the content issues. Provide 
time for an opening warm-up activity, if possible. 

Always end the meeting with a synthesis of 
decisions made and tasks assigned. Provide time 
during the meeting for team members to interact 
with each other and discuss issues on the table. 
Remember this quote: A group that’s too busy to 
reflect is too busy to improve.

You’ll know you’ve completed 
this step if:

The team has an agreed-upon meeting 
structure and format;

Team meetings are held at least four 
times per year;

The team utilizes effective meeting 
strategies;

The team is making progress toward 
implementing the SHIP.
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Step 8
Co-leaders submit documen-
tation of their progress to ap-
propriate persons
Documenting progress serves a variety of 
purposes. At the school level, it helps you track 
changes in the school climate and culture and, 
eventually, student-level outcomes. It helps your 
team keep track of decisions made and actions 
taken. It helps you get buy-in and support from 
administrators and other building staff, and, 
it gives you valuable information to share with 
district-level administrators and school board 
members as you work toward policy changes. In 
the Phase Two Resource Section, there are three 
tracking tools you could use: the Team Tracking 
Tool, the Coordinated School Health Team 
Checklist, and Documenting Progress on the School 
Health Improvement Plan.

At the state level, it helps paint the picture of 
Coordinated School Health across the state. 
This information is used for progress reports 
to funders like the Centers for Disease Control 
and Prevention. It provides data and stories for 
state-level staff to use when seeking new funding. 
It helps track changes in school and student 
outcomes over time.

If your school has funding from a public or private 
source, follow their reporting guidelines closely. 
But don’t stop there; use this information locally 
to gain support for your school-level efforts and 
to share your successes.

You’ll know you’ve completed 
this step if:

The team has met the reporting 
guidelines of your funders;

The team uses progress reports, data, 
and other information to support team 
functioning.

“Coming together is a beginning; 
keeping together is progress;
working together is success.”

Henry Ford



Phase Two Resource Section
Step 2	 Coordinated School Health Overview (Power Point presentation)
	 http://www.rmc.org/CSH/resources.html 

Step 3 	 School Health Improvement Plan (SHIP) template
	 http://www.rmc.org/CSH/roadmap.html
	

SMART Objectives handout
http://www.rmc.org/CSH/roadmap.html

	 Healthy High School Health Improvement Plan (SHIP)
	 http://www.rmc.org/CSH/roadmap.html

Step 4	 Best Practices

Coordinated School Health
American School Health Association
http://www.ashaweb.org   

Centers for Disease Control and Prevention	
http://www.cdc.gov 

Colorado Connection for Healthy Schools
http://www.cde.state.co.us/cdeprevention/index.htm

Rocky Mountain Center for Health Promotion and Education
http://www.rmc.org/CSH/news.html 

School Health Index: in addition to the websites below, the School Health Index website 
has a wealth of resources.
http://apps.nccd.cdc.gov/SHI/Static/Resources.aspx

Module 1: School Health and Safety Policies and Environment
Environmental Protection Agency – Indoor Air Quality Tools for Schools Program 
http://www.epa.gov/iaq/schools/ 

Health, Mental Health and Safety Guidelines for Schools
http://www.nationalguidelines.org/ 

National Association of State Boards of Education’s Center for Safe and Healthy Schools
http://www.nasbe.org/healthy_schools/ 



Module 2: Health Education
American Alliance for Health, Physical Education, Recreation, and Dance
http://www.aahperd.org/index.cfm  

American Association of Health Education
http://www.aahperd.org/aahe/  

Rocky Mountain Center for Health Promotion and Education
http://www.rmc.org  

Module 3: Physical Education and Other Physical Activity Programs
Action for Healthy Kids
http://www.actionforhealthykids.org 

Alliance for a Healthier Generation
http://www.healthiergeneration.org/ 

Colorado Physical Activity and Nutrition Program - School Site Resource Kit
http://www.cdphe.state.co.us/pp/COPAN/resourcekits/resourcekits.html  

Health, Mental Health and Safety Guidelines for Schools - Physical Education
http://www.nationalguidelines.org/chapter_full.cfm?chapter=physEd  

National Association for Sport and Physical Education - PE Best Practices
http://www.aahperd.org/naspe/template.cfm?template=peappropriatepractice/
index.html 

SPARK PE (Sports, Play and Active Recreation for Kids)
http://www.sparkpe.org/ 

Module 4: Nutrition Services
Action for Healthy Kids
http://www.actionforhealthykids.org 

Alliance for a Healthier Generation
http://www.healthiergeneration.org/ 

Colorado Department of Education, School Nutrition Unit
http://www.cde.state.co.us/index_nutrition.htm 

Colorado Physical Activity and Nutrition Program - School Site Resource Kit
http://www.cdphe.state.co.us/pp/COPAN/resourcekits/resourcekits.html 

Centers for Disease Control and Prevention
http://www.cdc.gov/HealthyYouth/publications/guidelines.htm  



Eat Smart Move More North Carolina
http://www.eatsmartmovemorenc.com/programs_tools/school/index.html

USDA Food and Nutrition Service, Team Nutrition
http://www.fns.usda.gov/tn/   

Module 5: School Health Services
American Academy of Pediatrics
http://www.aap.org 

Colorado Association of School Based Health Centers
http://www.casbhc.org/ 

National Association of School Nurses
http://www.nasn.org 

National Assembly on School-based Health Care
http://www.nasbhc.org 

The Center for Health and Health Care in Schools
http://www.healthinschools.org/home.asp 

Module 6: School Counseling, Psychological and Social Services
American Psychological Association, Children and Families
http://www.apa.org/topics/topicchildren.html 

Center for School Mental Health Analysis and Action
http://csmha.umaryland.edu/

Health, Mental Health and Safety Guidelines for Schools
http://www.nationalguidelines.org/

Substance Abuse and Mental Health Services Administration (SAMHSA), National Mental 
Health Information Center, Safe Schools/Healthy Students Initiative
http://www.mentalhealth.samhsa.gov/schoolviolence/

The Center for Health and Health Care in Schools
http://www.healthinschools.org/home.asp
 
UCLA Center for Mental Health in Schools
http://www.smhp.psych.ucla.edu     

Module 7: Health Promotion for Staff
Action for Healthy Kids
http://www.actionforhealthykids.org



Alliance for a Healthier Generation
http://www.healthiergeneration.org/ 

School Employee Wellness: A Guide for Protecting the Assets of our Nation’s Schools
http://www.schoolempwell.org/ 

Wellness Councils of America
http:www.welcoa.org   

Module 8: Family and Community Involvement
Harvard’s Family Involvement Network of Educators (FINE)
 http://www.gse.harvard.edu/hfrp/projects/fine.html  

National Network of Partnership Schools: Center on School, Family and Community 
Partnerships
http://www.csos.jhu.edu/P2000/center.htm

National Parent Teacher Association
http://www.pta.org

Tobacco
Centers for Disease Control and Prevention, Healthy Youth, School Health Guidelines and 
Strategies
http://www.cdc.gov/HealthyYouth/publications/guidelines.htm

Colorado Department of Public Health and Environment: State Tobacco Education & 
Prevention Partnership
http://www.cdphe.state.co.us/pp/tobacco/index.html    

Rocky Mountain Center for Health Promotion and Education
http://www.rmc.org/K12/k12tobacco.html

Step 8	 Team Tracking Tool
	  http://www.rmc.org/CSH/roadmap.html

Coordinated School Health Team Checklist
 http://www.rmc.org/CSH/roadmap.html

Success Story Template: Documenting Progress on the School 
Health Improvement Plan 
http://www.rmc.org/CSH/roadmap.html




