
 
Content of the Narrative  
 
□ There is at least one paragraph for each indicator in the Standard; for some indicators with 

bullets, there may be several paragraphs.   
 
□ There is a conclusion for each indicator and the conclusion is underlined in the paragraph.   
 
□ There are sentences which complete each paragraph and justify or support the underlined 

conclusion.  The evidence in these sentences forms the details that justify or support the 
underlined conclusion.  

 
□ This Narrative Essay is 8-12(6-9 Standard 1) double-spaced pages and is written in the third 

person.   
 
 
Content of the Executive Summary  
 
□ The school’s strengths in adhering to the specific indicators in the Standard have been identified 

and listed.  
 
□ The school’s needs in adhering to the specific indicators in the Standard have been identified 

and listed 
 
□ The rating for the school’s level of adherence to the Standard, based on the conclusions and 

supportive evidence in the Narrative Essay is present. 
 
□ There is a one-page summary of the evidence in the Narrative Essay to support the Committee’s 

judgment of the school’s level of adherence to the Standard, including the rating, e.g., 
“acceptable”.  

 
□ A list of the names, positions, and signatures of the Committee members responsible for the 

preparation of this Narrative Essay and Executive Summary is present.  

 

Editing Checklist for Standards Reports: 

□ Check report thoroughly for spelling errors 

□ Indent each paragraph. 

□ Use correct word inflection. Inflection is the addition of affixes to the word to change its relationship 

to the other words in a sentence. For example, adding ‘es’ for wishes, or dropping the ‘y’ and adding 

‘i’ before the‘ed’ in tried. 

□ Use proper syntax in the entire document. Syntax refers to the combination of words and symbols 

that form correct sentence structure. 

□ Check for correct subject-verb agreement. (‘They is going…’ should be corrected to ‘They are 

going...’) 



□ Check for proper use of definite articles (the) and indefinite articles (a, an). 

□ Check for proper use of prepositions (of, to, on, onto, etc.). 

□ Check for complete and correct punctuation (full stops at the end of sentences, proper use of 

commas, semicolons, etc.). 

□ Check to make sure to capitalized proper nouns and the first word of each sentence.  

□ Check commas. Are they only used for compound sentences, a list of 

items, an introductory word or phrase, direct address, setting off interruptions, 

separating adjectives, or in dates? Do you need to add commas? Make sure there are no commas 

separating complete sentences. 

□ Apostrophes are used to show ownership; do not use contractions 

□ Check for spelling inconsistencies of the same word within the report. 

□ The use of more complex punctuation (dashes, hyphens, semi-colons, parentheses, etc.) is done 

correctly. 

□ Be consistent in the use of units of measurement. 

□ Avoid inconsistencies in active form (John threw the ball.) and passive form (The ball was thrown by 

John.). 

□ Does the report stay in present tense (such as is, am, do, take, know, etc.) or past tense (such as was, 

were, did, took, knew, etc.) throughout the entire report? 

□ Write in the third person only ( ‘he, she, you or they’ forms)  

□ Check for consistency in the use of a decimal comma (47,9) or a decimal point (47.9). 

□ Does the report flow? 

□ Does the report make sense to someone who is not from Sandwich High School? 

□ Do you as the editor understand what is meant by each sentence? Is clarification needed for any parts 

of the report? 

 

Thank You for taking the time to edit our self-study reports!  
The Steering Committee 

 


