New York State Integrated Intervention Team (IIT) School Event Scheduler
[bookmark: _GoBack]Description of Event Needs

Below are the meetings that will need to be scheduled as part of the review.

	DAY 1

	School Leader Interview (Should be scheduled as the first event of Day One ) – 1 hour – Day 1 – School Leader
The purpose of this meeting is for reviewers to ask specific questions regarding the way the school functions, leader practices, and decision-making.

	Grade/Subject Level Teacher Meeting Observation – 1 class period – Day 1 – regularly scheduled attendees
The purpose of this meeting is for the IIT to observe a typical teacher meeting, where teachers may look at student work and create an action plan to address the findings from the work.  Since this is an observation, the IIT will only ask clarifying questions prior to and/or after the meeting takes place.

	Student Focus Group  – 1 class period– Day 1 – minimum of 4 and maximum of 6 students providing a representative sample of the school, including subgroups, grade levels, and performance levels.  

FOCUS SCHOOLS: If the school is identified for Students with Disabilities or English Language Learners, then at least 2 students in the focus group should be the identified group.  If the school is identified for both subgroups, a minimum of two students total should be from those identified groups.
The purpose of this meeting is to interview students to learn how students perceive the school as a community and the school-wide expectations for their work.  Schools that are identified for specific subgroups should ensure representation of that subgroup participate in the meeting.

	Principal Check-In – 15-30 minutes – Day 1  – School Leader

The purpose of this meeting is for the reviewers to be able to communicate with the school leader throughout the school review process. 


	Vertical Teacher Focus Group (Should be scheduled later in the day after IIT has visited classes)  – 1 class period – Day 1 – minimum of 5 and maximum of 7 teachers providing a representative sample of grade levels and content areas.  
FOCUS SCHOOLS: If the school is identified for Students with Disabilities or English Language Learners, then at least 2 teachers in the focus group should be teachers who teach that identified group.  If the school is identified for both subgroups, a minimum of two teachers total should be those who teach those identified groups.
The purpose of this meeting is for the IIT to interview teachers to learn how expectations, communications, and practices are consistently recognized and distributed across the school.  For example, an elementary school meeting should consist of a teacher from various grade level and specialists.  Schools that are identified for specific subgroups should ensure representation of that subgroup participate in the meeting.




	DAY 2

	School Leader Interview – 1 hour – Day 2 – School Leader
The purpose of this meeting is for reviewers to ask specific questions regarding the way the school functions, leader practices, and decision-making.

	Student Work Discussion – 1 class period – Day 2 – selected by the IIT (must occur after the Student Focus Group) 
The purpose of this meeting is to discuss the work the students have produced this school year.  The IIT will ask students questions based on the work that appears in each child’s work folder/portfolio.

	Parent Focus Group – 45 minutes – Day 2 – minimum of 5 parents representing grade levels and subgroups 
The purpose of this meeting is to interview families to learn families’ perceptions of how they are received, included and encouraged to partner with the school community for the betterment of their children’s development, learning, and achievement.  Schools that are identified for specific subgroups should ensure representation of that subgroup participate in the meeting.  Principals can choose to:
Select parents for the Parent Focus Group 
OR
Send an open invitation to all families to participate, and reserve a large enough space for the meeting to be facilitated that accommodates the number of attendees.
During the review, principals should be prepared to explain why they decided to choose the option selected.

	Student Support Staff Focus Group – 45 minutes – Day 2 – maximum of 7 staff - vertical representation of the student support team staff within the school
The purpose of this meeting is to interview student support staff (social workers, guidance counselors, parent coordinators, school nurse, dean, etc.), along with core teachers, to learn how the school supports students’ social, emotional, developmental health and academic growth.  Additionally, this focus group is to ascertain how well the school works to engage parents and community organizations to support students.

	Principal Check-In – 15-30 minutes – Day 2 – School Leader

The purpose of this meeting is for the reviewers to be able to communicate with the school leader throughout the school review process.

















Schedule Day 1 - School Leader Must Complete
Provide the preferred time and room location for each event.  Whenever possible/applicable, please coordinate with the school bell schedule.  
	DAY 1
	Room
	Proposed Time
	Participants Names 
Add the subjects and grade levels, as applicable for each person listed.

	School Leader Interview
	
	
	

	Grade/Subject Level Teacher Meeting Observation Meeting – 1 class period – Day 1 – regularly scheduled attendees

(list staff names, grades, and subject/content –  e.g. James Doe (Eng.) – Gr.6)


	

	

	
	[bookmark: Check2]|_| Grade Level Meeting:

	
	
	
	1. 
	2. [bookmark: Check3]|_| Department Meeting:

	
	
	
	3. 
	4. [bookmark: Check4]|_| Subject Meeting:

	
	
	
	5. 
	6. [bookmark: Check5]|_| Other:

	Student Focus Group – 1 class period – Day 1 – minimum of 4 (maximum of 6) students representing a cross-section of grade levels and performance levels

FOCUS SCHOOLS: If the school is identified for Students with Disabilities or English Language Learners, then at least 2 students in the focus group should be the identified group.  If the school is identified for both subgroups, a minimum of two students total should from those identified groups.
(list student names, grade levels, and subgroup – e.g. John Doe (SWD) – Gr.6)
	
	
	Name:
	Grade Level/Subgroup:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Vertical Teacher Focus Group  - 1 class period – Day 1 –minimum of 5 (maximum of 7) teachers representing multiple grade levels and subject areas. 

FOCUS SCHOOLS: If the school is identified for Students with Disabilities or English Language Learners, then at least 2 teachers in the focus group should be teachers who teach that identified group.  If the school is identified for both subgroups, a minimum of two teachers total should be those who teach those identified groups.
(list staff names, grades, and subject/content –  e.g. James Doe (Eng.) – Gr.6) 
*Should be scheduled later in the day after IIT has visited classes

	
	
	Name:
	Grade Level/Subject:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	School Leader Check In
	
	
	
	



Schedule Day 2- School Leader Must Complete

Provide the preferred time and room location for each event.  Whenever possible/applicable, please coordinate with the school bell schedule.  
	DAY 2

	Room
	Proposed Time
	Participants
Add the grade levels or job title, as applicable for each person listed.


	School Leader Interview
	
	
	

	Student Work Discussion – 1 class period – Day 2 – (must occur after the Student Focus Group)




	
	
	To be determined by the IIT.  
Requests will be shared at the end of Day 1.

	Parent Focus Group – 45 minutes – Day 2 – minimum of 5 parents representing grade levels and subgroups

[bookmark: Check1]|_| Open Invitation to All Parents
|_| Select group of parents 
(include name(s) and the grade level(s) of their children)
	
	
	Name:
	Student(s)  Grade Level:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Student Support Staff Focus Group – 45 minutes – Day 2 – maximum of 7 staff  with representation of the student support team staff within the school

(list staff names and their job titles)
	
	
	Name
	Job Title:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	School Leader Check In
	
	
	7. 
	



Room for the review team members to convene throughout the process: _______________
		1

