COMMUNICATION TO THE SUPERINTENDENT

Dear Superintendent ________________________:

As you know, your district is scheduled to have a New York State Education Department district review. This visit is scheduled to take place on ___________________. It will take place during the course of _______ day(s). Your lead reviewer will be ____________________.

The district 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

	District Information Sheet
	The District Information Document will be reviewed and used by reviewers to garner an understanding of the district’s demographic, assessment and other pertinent information.
	Submit via email
	

	District Self-Assessment 
	The district self assessment document provides the district with opportunity to articulate the strategies, practices and accomplishments that should be noted and considered by the NYSED review team when conducting the district review. Districts should use the self-assessment task to take the opportunity to reflect on the rubric and consider the areas for sustainability and improvement so that the district review process can be a collaborative effort. 
	
	

	District’s curriculum or policy pertaining to curriculum
	Reviewing the curriculum prior to visiting the district will enable the reviewers to understand what the district expects of schools. 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 district’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.
	
	

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

	District Event Scheduler
	The district event scheduler will assist the reviewers by providing the names of the staff members  that will participate by event during the district visit.
	
	


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,

