YOP EVIDENCE CHECKLIST & PLANNER
Year of Planning  |  Evidence & Milestones for the Academy Design Plan
	Academy
	
	School / District
	

	Completed by
	
	Date
	Click or tap to enter a date.


	Purpose:  Use this checklist to gather evidence for each strategic action, assign a lead and deadline for each YOP milestone, and complete the Academy Design Plan by May 31. Completed evidence becomes the academy’s design plan for a successful Launch Year.
Evidence:
1. Highlighted strategic actions require evidence when marked complete: use the upload button or notes field in the online YOP Assessment. For those marked (optional), evidence isn’t required, even when marked complete.
1. Evidence saved offline or in a shared folder isn’t submitted until it’s uploaded to the YOP Assessment. Upload all evidence at least two weeks before the graduation meeting.
1. A completed evidence template needs no additional documentation. Supporting resources are planning tools, not evidence.


1. Getting Started
Complete these milestones early in the Year of Planning. Gray italic examples are for reference only.
	Milestone
	Lead
	Deadline
	Done

	1.4.a, 1.4.b  Recruit the Academy Design Team (ADT) and define leadership roles and responsibilities.
Upload (required): Names and roles of academy leaders (1.4.a) and college and career readiness staff (1.4.b).
Evidence template: Academy Team Roster Template   |   Supporting resource: ADT Prep Guide
	e.g., Academy lead
	Select date
	☐

	Host the YOP kick-off meeting and complete YOP Snapshot 1 with the ADT.
Supporting resources: YOP Snapshot Sample; YOP Kickoff Agenda Template
	
	Select date
	☐

	1.5.a  Set the ADT meeting schedule and common planning time, and set up a shared folder for agendas, notes, and evidence. Schedule recurring coaching sessions with your portfolio manager.
Upload or note (optional): The team's planning calendar or minutes/agenda from a recent planning session.
Evidence template: Academy Team Planning Calendar Template
	
	Select date
	☐

	1.3.b  Develop the Action Plan using YOP Snapshot 1 results to set goals and track progress.
Upload or note (required): How the academy tracks goals and strategic actions (e.g., link to the Action Plan Tool in ASH).
Evidence template: Action Plan Template
	
	Select date
	☐


2. Develop the Academy Design Plan
Use the ADT meeting agenda for each section, complete the templates listed, then upload evidence or add a note to the YOP Assessment.
	Milestone
	Lead
	Deadline
	Done

	Academy Development & Structure

	1.1.a, 1.1.b  Develop the open choice enrollment process and student recruitment plan.
Upload (required): Open choice enrollment process (e.g., district policy) and recruitment plan or materials (e.g., outreach calendar, flyers).
Evidence template: Enrollment & Recruitment Plan Template   |   Supporting resource: Student Recruitment Guide
	
	Select date
	☐

	1.2.a  Plan a personalized learning environment for each student.
Upload (required): Example(s) of the academy's plan to foster a personalized learning environment.
Evidence template: Personalized Learning Environment Template
	
	Select date
	☐

	1.3.a  Establish the academy’s data review process.
Upload or note (optional): Example(s) of how academy-level, student-level, and disaggregated data inform academy practices.
Evidence template: Data Review Process Template
	
	Select date
	☐

	1.4.c  Plan how school and district leaders will support and advocate for the academy.
Upload (required): Example(s) of how leaders support and promote the academy.
Evidence template: Leadership Support & Advocacy Template
	
	Select date
	☐

	1.5.b  Develop a professional learning plan, including NAF Next.
Upload or note (required): Professional learning events attended (e.g., NAF Next, webinars) with dates and attendees.
Evidence template: Professional Learning Template
	
	Select date
	☐

	Advisory Board

	2.1.a  Recruit advisory board members and build the roster.
Upload (required): Advisory board roster that develops or includes at least 10 members.
Evidence template: Advisory Board Roster Template   |   Supporting resource: Advisory Board Partner Recruitment Activity
	
	Select date
	☐

	2.1.b, 2.1.c  Develop the advisory board strategic plan and by-laws.
Upload or note (required): Advisory board strategic plan and by-laws, or links to them.
Evidence templates: Advisory Board Strategic Plan Template (2.1.b); Advisory Board By-Laws Template (2.1.c)
	
	Select date
	☐

	2.2.a, 2.3.a  Define how the advisory board will support student learning and promote the academy.
Upload or note (optional): How the advisory board supports student learning and promotes the academy (or discuss at the graduation meeting).
Evidence templates: Advisory Board Support for Student Learning Template (2.2.a); Advisory Board Advocacy & Sustainability Template (2.3.a)
	
	Select date
	☐

	Curriculum & Instruction

	3.1.a  Develop the academy’s career-connected program of study.
Upload (required): Career-connected program of study aligned with local workforce needs and Advance CTE's Career Clusters.
Evidence template: Program of Study Template
	
	Select date
	☐

	3.1.b  Plan authentic, extended-length project-based learning for at least the Launch Year grade level.
Upload (required): Extended-length project-based learning experiences for at least the Launch Year grade level.
Evidence template: Authentic Project Learning Template
	
	Select date
	☐

	3.2.a, 3.2.b  Plan college knowledge activities and identify advanced and postsecondary options.
Upload or note (optional): College knowledge activities (e.g., testing, applications, financial aid) and postsecondary options (e.g., dual enrollment, AP).
Evidence templates: College Knowledge Template (3.2.a); Advanced & Postsecondary Education Options Template (3.2.b)
	
	Select date
	☐

	3.2.c  Plan how all seniors will earn NAFTrack Certification.
Note (required): Plan for all seniors to earn NAFTrack Certification (see Section 4 of the Advanced & Postsecondary Education Options Template, 3.2.b).
	
	Select date
	☐

	Work-Based Learning

	4.1.a–4.2.d  Develop the WBL plan and calendar for at least the Launch Year grade level, and add notes for related WBL strategic actions.
Upload and notes (required): WBL calendar for at least the Launch Year grade level (4.1.a). Notes: complete Section 6 of the template; required for 4.1.c, 4.1.d, and 4.2.a; optional for 4.1.b and 4.2.b–4.2.d.
Evidence template: Launch Year WBL Plan & Calendar Template
	
	Select date
	☐


3. Prepare for Graduation
Complete the YOP Assessment steps at least two weeks before the graduation meeting.
	Milestone
	Lead
	Deadline
	Done

	Register for NAF Next (registration opens in February). Save the Date: July 19-22, Anaheim, CA.
	
	Select date
	☐

	Complete YOP Snapshot 2 with the ADT at least one month before graduation.
	
	Select date
	☐

	Schedule the Graduation Readiness Meeting (virtual), confirm the graduation date and location, and invite key ADT members.
Supporting resource: YOP Graduation Prep Agenda Template
	
	Select date
	☐

	Convene the ADT review team to reach consensus on YOP Assessment responses.
Supporting resource: YOP Assessment Sample
	
	Select date
	☐

	Complete the online YOP Assessment in ASH for a provisional score (academy lead access), and upload all evidence or notes from Sections 1 and 2.
	
	Select date
	☐

	Notify your NAF portfolio manager that the assessment is complete, and finalize the graduation agenda and attendee list.
Supporting resource: Graduation Agenda Template
	
	Select date
	☐


4. After Graduation
Prepare for a successful Launch Year.
	Milestone
	Lead
	Deadline
	Done

	Update the Action Plan based on graduation recommendations from your portfolio manager.
Supporting resource: Action Plan Template
	
	Select date
	☐

	Develop the new student orientation process before school starts.
Supporting resource: Marketing Your Academy
	
	Select date
	☐

	Announce the academy’s opening with a press release and a launch event, such as a banner-hanging or ribbon-cutting ceremony.
Supporting resource: Press Release Template
	
	Select date
	☐
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