
Getting Ready for Your Technical Assistance Visit
In preparing for your technical assistance visit, you should completely review the publication Technical Assistance:  A Guide for Local Sites, which is published by the Southern Regional Education Board (SREB).  This document provides you with all of the information to assist you in preparing and scheduling all of the components of the visit.  (Click here for other useful HSTW publications by the SREB.)
What is a Technical Assistance Visit?  A technical assistance visit is a three-day external snapshot of the status of your school’s improvement practices.  The visit will take place with team members from various areas of expertise so that all components of your school can be adequately covered.  The visit will culminate in a report that outlines your school’s outstanding practices and suggestions for future improvements.

Who makes up your team?  Team members should preferably be faculty and staff from other HSTW sites in your state.  The checklist below will provide you with the various members you will need to compose your team.  The size of the team varies from site to site and should be large enough so that the team will be able to visit all classrooms at your school during the one day of observations.  It is the school’s responsibility to assemble the team with the state coordinator’s input. 

AR required team members:
· A mathematics teacher

· An English teacher

· A science teacher

· A social studies teacher

· A career/technical teacher

· A school administrator (principal or assistant principal)

· A guidance counselor

· A representative from your feeder middle school (preferably someone in administration)

· A representative from DWE Office of School Improvement

Additional team members (if possible):

· A local site coordinator or a career/technical director from another HSTW site

· A representative from local business

· A representative from a local postsecondary institute

· A member of the state or district school board

· A parent

· An available staff member from the Department of Education

What do you do once the team has been established?  Once your team is set, you will need to make sure that you have accommodations for out-of-town team members.  The site will also need to make sure that the team has one set, secure location on the school campus that will serve as the team workroom.  It is important that this area is not a common area so the team can leave materials and feel free to communicate openly.

Other areas of preparation:  The site is also responsible for gathering all school improvement data and assembling a school data notebook.  Each team member should have a copy of the school data notebook to use during the visit.  A copy of the notebook should be sent to the team leader at least two weeks before the visit.  The notebook should include school achievement reports, attendance reports, discipline reports, school report cards, ACT/SAT site reports, a copy of the master schedule, a map of the school, current demographic information, the current school improvement plan, and a copy of your current HSTW annual report.  A copy of your HSTW Assessment report also should be available.  Any other items that your site uses for school improvement purposes should be included in the data notebook.  

The site coordinator will need to contact the team leader to discuss and set the visit agenda.  A sample agenda is provided in the Guide for Local Sites, but the agenda may change some depending on the size of the site and makeup of the team.  

If you have any additional questions, please contact your state coordinator or team leader.  Once again, please take the time to review the Guide for Local Sites.  It will provide you with all of the resources you will need for your visit and checklists to help you along the way.  We hope that your visit is an enjoyable one.
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