COMMUNICATION TO THE SCHOOL LEADER

Dear Principal ________________________:

As you know, your school is scheduled to have a New York State Education Department school review visit. This visit is scheduled to take place on ___________________. It will take place during the course of _______ day(s). Your lead reviewer will be ____________________. The school review process is composed of several events that require pre-school review tasks that you will need to complete according to the chart below:

	Task
	Purpose
	Type of Submission
	Date to be Completed

	School Information Sheet (part of the school Self-Assessment)
	The School Information Sheet will be reviewed and used by reviewers to garner an understanding of the school. The document will also be inserted in the school’s final report.
	Submit via email
	

	School Self-Assessment
	A successfully completed self-assessment document creates an accurate, real-time picture of the school that allows the reviewer to see evidence and artifacts of the work that the school has been doing in creating an effective and coherent educational experience for the school community. 
	
	

	School’s curriculum
	Reviewing the curriculum prior to visiting the school will enable the reviewers to understand what the school is using to plan and provide instruction to students. This document will also be used during the document review session to be held during the course of the review.
	
	

	Professional development plan (if available)
	The school’s professional development plan (if available) will be examined next to the curriculum to determine how teachers and other staff members receive support. The document will also be used during the document review session.
	
	

	School bell schedule
	The school bell schedule is necessary for the lead reviewer to have an informed conversation with the principal when arranging the school review schedule. Please note that the schedule is flexible, and event timing (other than the parent focus group) may be altered during the course of the review.
	
	

	Organization Sheet 
	The organization sheet serves to provide staffing information to the review team.
	
	

	Classroom Visitation Scheduler
	The classroom visitation scheduler will provide the reviewers with relevant information on all of the classrooms that will be visited during the school review. 
	
	

	School Event Scheduler                    (to be completed in consultation with the lead reviewer)
	The school event scheduler will provide the reviewing team with information detailing the participants who will be a part of the various school events (focus groups). 
	
	

	Administer survey to students and teachers
	Information from the surveys will provide a view of the perceptions of students, parents and teachers pertaining to the school’s strategies, practices, goals and accomplishments. Pre-determine a point of time in a school day where the maximum number of teachers are instructing the maximum number of students so that as many students and teachers respond to the surveys at one time. You should also send the parent surveys home as soon as you receive them.
	
	

	Send a reminder notice to parents to ask that they respond to the parents
	Parent surveys will be sent to the school for you to backpack (send home by students) to the parents. However, parents will have the option of responding to the surveys via paper or online. They should be reminded of the importance of responding to the survey by the date noted in this chart to ensure a greater response rate. 
	Backpack with students
	

	Mail paper surveys to survey administrator in pre-addressed /postage envelope
	It is imperative that the surveys are mailed to the survey administrator by the time noted in this chart to ensure that the review team receives the information prior to visiting the school.
	Mail to the survey administrator
	


You should expect to receive several calls during the above timeline so that we can discuss how the tasks are being completed. If you have any questions about the tasks above, please feel free to reach out to me at ___________________. 

Sincerely,
