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APPENDIX I 
Consideration of New District Initiatives 

 
Following are explanations of terms that appear in this appendix: 
 

Initiative.  A program, procedure, or project (e.g., study, research, pilot).  
 
New.  Means original, or significantly changed or expanded.   
 
District-level.  Involves or affect all or several campuses, or all or several 
central administration functions.  (Campus-level initiatives will follow a similar 
process at Associate Superintendent direction.) 
 
Elective.   Refers to a proactive or voluntary rather than a required initiative. 
  
Non-elective.   Refers to state and federal requirements and initiatives from 
the Board of Trustees or Superintendent (i.e., those that are required, but in 
which the district still has some latitude in implementing).  By their nature, no 
preliminary screening is involved. 

 
This appendix includes two processes: 
 

Process A – Consideration of Elective New District-Level Initiatives 
Process B – Consideration of Non-Elective New District-Level Initiatives 
 

Also included in this appendix, related to both Process A and Process B above, are: 
 
 Guidance Questions 
 Format for Proposal to Cabinet 
 Instructions for Proposal to Cabinet 
 Format for Implementation Plans 
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Process A – Consideration of Elective New District-Level Initiatives 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 Preliminary screening of electives occurs at the appropriate supervisory level (i.e., one of the following: Chief Academic Officer, Chief 
Financial Officer, Chief of Staff, General Counsel, Executive Director of Planning and Community Relations, Executive Director of 
Accountability, Executive Director of Technology, Executive Director of Human Resources).  The guidance questions provided may be used 
as applicable to assist in screening, or other screening mechanisms that are available may be used. 

 

2 Cabinet must also screen initiatives at an early stage before they proceed to more detailed consideration. Cabinet may also provide some 
initial direction.  In addition to a brief description of the initiative, provide Cabinet with a summary of responses to the applicable guidance 
questions (no required format at this step). 

 

3 If Cabinet decides the initiative should proceed, stakeholder representatives must be consulted.  Stakeholder consideration can be achieved 
through informal dialog or meetings; however, one or more stakeholder representatives may request a more formal review committee 
approach. The Office of Planning and Community Relations (OPCR) will be available for coordination/facilitation.  Information from the 
previous two steps should be shared with stakeholder representatives.   

 

4 If the item proceeds to Cabinet for action, a proposal (in the format provided) is completed and signed by stakeholder representatives.  The 
stakeholder representatives decide who should complete the proposal and present to Cabinet.  Curriculum subject area initiatives may not 
always go to Cabinet; rather, they may go through District Advisory Council (DAC) or Campus Advisory Council (CAC) processes.  The 
determination of Cabinet is recorded on the proposal (i.e., proceed to implementation, send back to stakeholders for more information or 
revision, reject the initiative).  OPCR maintains a central file of proposal forms. 

 

5 If Board approval or advisement is required, a copy of the Cabinet proposal should be included in supporting information provided to the 
Board. 

 

6 Prior to implementation, a detailed implementation plan must be developed (OPCR will be available for assistance).  Completed 
implementation plans should be copied to OPCR for placement in the central file.  Any subsequent progress reports or evaluations should 
also be copied to OPCR. 
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Process B – Consideration of Non-Elective New District-Level Initiatives 
 
 
 
 
 Non-Elective 

Initiative 
Stakeholder

Consideration
Implementation

1 Step 1 (Preliminary Screening) is not applicable to this process. 
 

2 Although no screening is involved in this process, Cabinet may still provide some initial direction.  In addition to a brief description of the 
initiative, Cabinet may desire a summary of responses to some of the guidance questions provided (no required format at this step). 

 

3 Again, stakeholder consideration may be achieved either through informal dialog, meetings, or a more formal review committee approach 
(OPCR will be available for coordination/facilitation).   

 

4 Once the initiative is ready to be taken to Cabinet, a proposal (in the format provided) is completed and signed by stakeholder 
representatives.  The determination of Cabinet is recorded on the proposal (i.e., proceed to implementation, or send back to stakeholders 
for more information or revision).  OPCR maintains a central file of proposal forms. 

 

5 If Board approval or advisement is required, a copy of the Cabinet proposal should be included in supporting information provided to the 
Board. 

 

6 Prior to implementation, a detailed implementation plan must be developed (OPCR will be available for assistance).  Completed 
implementation plans should be copied to OPCR for placement in the central file.  Any subsequent progress reports or evaluations should 
also be copied to OPCR. 
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Guidance Questions  
(See Step 1 in Process A or Process B) 
 
The following guidance questions may be used as applicable: 
 
1. Is the initiative time-sensitive? 
 
2. Does the initiative represent a distinct opportunity for the district? 
 
3. Are there any prior reviews or approvals (e.g., budget, DIP, CIP)? 
 
4. Is there a clearly established or demonstrable need?  Are supporting data 

available? 
 
5. What are the benefits or expected results, particularly those pertaining to 

student achievement? 
 
6. Is there any risk of not undertaking the initiative? 
 
7. To what extent does the initiative align with Board Results Policies and 

Executive Limitations, the strategic plan, and any other applicable plans? 
 
8. Will the initiative require any policy or regulatory changes? 
 
9. Who are all of the stakeholders, and to what extent are they involved or 

affected?   
 
10. Is public input required or appropriate? 
 
11. Are there any direct or potential implications to business processes or service 

delivery?   
 
12. What if anything might the initiative replace? 
 
13. What are the associated technology requirements? 
 
14. What are the associated costs? 
 
15. Is sufficient funding already available?    
 
16. Are existing staff levels sufficient? 
 
17. Is existing infrastructure (systems, equipment, materials, facilities) sufficient? 
 
18. Are there any life-cycle (i.e., beyond initial startup) requirements that need to be 

considered? 
 
19. Are there any implementation requirements that need to be considered (e.g., 

stakeholder communications and coordination, timeframes for completion, major 
tasks and responsibilities, checkpoints, evaluation)? 

 
20. Based on all associated requirements, is the initiative realistic and appropriate?
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Format for Proposal to Cabinet  
(See Step 4 in Process A or Process B) 
 
TYPE/SOURCE: 
   
RECOMMENDED CABINET ACTION: 
 
DESCRIPTION: 
 
STAKEHOLDERS: 
 
ALIGNMENT: 
 
TECHNOLOGY SUPPORT: 
 
DATA SUPPORT: 
 
OTHER REQUIREMENTS: 
 
IMPLEMENTATION: 
 
STAKEHOLDER POSITIONS: 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Cabinet Determination: 
 
% Approved for Implementation     
% Returned to Stakeholders for Additional Work 
% Rejected 
% Other (Explain): 

 
As Applicable, Cabinet Prioritization or Special Instructions: 
 
 
 
Copy to OPCR for Central File (Date):  

Position:   %  Support         %  Support Conditionally         %  Do Not Support 
 
Comments: 
 
Signature:  ________________________________   Date: ________________ 
  [Printed Name] 
  [Title] 
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Instructions for Proposal to Cabinet  
(See Step 4 in Process A or Process B) 
 
The proposal is intended to be an executive level decision-making tool and should usually 
take no more than two to three pages, but may include attachments as appropriate. 
 
TYPE/SOURCE 
 Identify the type of initiative (elective or non-elective) and the source or the initiative.  
 
RECOMMENDED CABINET ACTION 
 Provide a recommendation for Cabinet action (i.e., review and approval, or consent). 
 
DESCRIPTION 

Provide a summary of the new initiative, including purpose, benefits or expected results 
(particularly those pertaining to student achievement), time sensitivity, and any risk of 
not undertaking the initiative. 

 
STAKEHOLDERS 

List all areas of the district (departments, campuses) that are involved in or affected by 
the new initiative, and identify their representatives. 

 
ALIGNMENT 

Provide a summary of how the new initiative aligns with Board policy, the strategic plan, 
and any other plans, as applicable.  Also describe alignment with any similar programs, 
and explain what if anything the initiative will replace. 

 
TECHNOLOGY SUPPORT 

Provide a summary of the extent to which technology support will be needed. 
 
DATA SUPPORT 

Provide a summary of the extent to which data support will be needed. 
 
OTHER REQUIREMENTS 

Provide a summary of other requirements such as cost, funding sources, staffing, and 
infrastructure (equipment, materials, space). 

 
IMPLEMENTATION 
Provide a summary of any important implementation requirements, such as: 

• Continuing stakeholder communications and coordination 
• Timeframes for completion, milestones, and deliverables 
• Major tasks and responsibilities 
• Checkpoints, monitoring, progress reports 
• Evaluation 

 
STAKEHOLDER POSITIONS 

Provide a position check-off on the proposal from each stakeholder representative, and 
any comments.  Copy and paste additional position blocks as needed.  
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Format for Implementation Plans   
(See Step 6 in Process A or Process B) 
 
Note:  OPCR will be available to assist in the development of implementation plans.  

Completed implementation plans should be copied to OPCR for placement in 
the central file. 

 
1. Provide a brief description of the new initiative. 
 
2. Identify the implementation team (representatives of involved or affected 

parties). 
 
3. Identify the implementation leaders (i.e., persons responsible for signoffs). 
 
4. State the goals and objectives of the initiative. 
 
5. Provide an overall timeline for implementing the initiative (indicate milestones). 
 
6. Provide a detailed work breakdown structure for implementing the initiative 

• Tasks 
• Responsibilities 
• Timeframes 
• Deliverables 

 
7. Provide a detailed budget for implementing the initiative. 
 
8. Describe how implementation of the initiative will be monitored 

• Performance measures 
• Data to be collected 
• Progress reports 

 
9. Identify maintenance and/or life-cycle requirements 
 
10. Attachments 

• Data, other supporting information as appropriate 
• Signoffs  

 
 
 
 


