
Site Guidelines for HSTW Technical Assistance Follow-up Visit

As you proceed with implementation of the HSTW design model, it is important to analyze and document the progress made since you joined the HSTW network.  The purpose of the one-day follow-up visit is to review/assess the actions taken to implement the recommendations indicated for each challenge in the most recent technical assistance visit (TAV) report.

Unlike the three-day TAV, the team conducting the one-day follow-up visit will include an SREB staff member, a district representative, and the state HSTW coordinator or a representative from the state staff.  The team will visit your school for one full day to meet with administrators, faculty members, and students, as well as visit classrooms.

To experience a productive follow-up visit and make the most efficient use of the team’s time, a number of things must be done well in advance of the visit.  Use the following checklist to ensure that all necessary preparations are made.

The purpose of the follow-up visit is to help district and school leaders and teachers

· Assess progress in implementing actions recommended in previous TAV reports and appraise improvement in student achievement. 

· Use data to determine needs and actions and assess alignment of school improvement, teaching reforms, and student work with standards. 

· Accelerate improvement by promoting the school’s self-reflection and evaluation.

BEFORE THE VISIT
· Four to six weeks before the visit, ask faculty focus teams to review challenges and recommended actions in the last TAV report and complete the TAV Progress Report Form (See Pages 43-44 in Technical Assistance:  A Guide for Local Sites ) for their assigned challenges.  They should also complete the HSTW Benchmarks and School-based Data Profile.  The leadership team collects the TAV Report Progress Forms and prepares a summary.

· Three weeks before the visit, assemble a copy of the master schedule that includes all teaching assignments by period and room number; a school map; bell schedule; the school Web site address, if available; and any other logistical information that helps the team leader get to and navigate within the school.  Send this to the team leader, keeping in mind that it should arrive two weeks before the visit. 

· Three weeks before the visit, organize and schedule all interviews, develop a visit agenda, and convey to teachers that classroom visits will occur.  Individuals to be interviewed (administrators, academic and technical teachers, counselors, and students) should be designated in advance, and a schedule with names, times, and locations provided to all participants.  Classrooms for 10- to 15-minute drop-in visits will be selected randomly by the team leader.  No advance preparation is required.  The principal should accompany the team leader during classroom visits.  (See “Walk-through Observation Form,” Page 50, Technical Assistance:  A Guide for Local Sites.) 

· Two weeks before the visit, fax to the team leader the agenda for the follow-up visit at each school (see “Sample Agenda,” Page 40, Technical Assistance:  A guide for Local Sites.) and the summary of the completed HSTW Benchmarks and School-based Data Profile.
· One week before the visit, arrange for as many individuals as possible to be present for and participate in the exit report and discussion.  The exit report should occur after school, using time that is often reserved for faculty or departmental meetings.  In schools or districts in which contractual arrangements conflict with this effort, the school should arrange for a leadership team to hear and discuss the exit report with the TAV team leader.  In this case, the leadership team should report back to the entire faculty within a week.

DURING THE VISIT
The visiting team will

· Meet with the principal and school leadership team to review progress since the previous TAV.  The school will present its reflective analysis of the data portfolio to the team leader.  The school also will present copies of samples of student work.  The school report will include an outline of next steps the school plans to take (two hours).
· Interview a representative group of teachers and counselors.  The focus of the group interview will be: the impact of prior TAV reports and professional development services on school organization for improvement, raised expectations, revised academic and technical curricula aligned with standards, classroom practices, guidance/advisement, provision of extra help and time, student work and its relationship to these efforts, and progress in raising student achievement (two 45-minute sessions for six teachers each). (See “Follow-up Visit Interview Questions,” Pages 41-42, Technical Assistance:  A Guide for Local Sites.)
· Interview a representative group of three students at each grade level.  This will consist of three ninth-, 10th-, 11th- and 12th-graders.  If the school has a ninth-grade academy, the team leader should interview a random group of 10-12 ninth-graders from the academy.  The focus will be on raising teaching and learning expectations for students, rigorous and student-centered instruction, the quality of student work, and preparation for the future.  The interviewer will seek to determine changes over time and recommendations for improvement (45 minutes). (See “Follow-up Visit Interview Questions,” Pages 41-42, Technical Assistance:  A Guide for Local Sites.)

· Conduct classroom visits focusing on critical areas based on the school report and analysis of data. 
· Conduct an after-school exit report, and discuss it with the principal, leadership team, and other faculty members.  The more faculty who are involved the greater the benefit to the school.
AFTER THE VISIT 

· The school will receive a report from the team leader no more than two months from the date of the follow-up visit.  The final report will include an itemized analysis of progress in implementing recommendations of the initial TAV report, analysis of progress in raising student achievement through use of HSTW key practices, and analysis of detailed next steps related to challenges.  It is vital for the school to understand that working with schools is a team effort at SREB, so the final written report may include additional recommendations not discussed during the exit interview.  The final report will include the best collective thoughts of SREB staff about actions the school can take to address challenges, based on all the information gathered about the school.

SITE CHECKLIST
Before the Visit:

_____Site coordinator assists the TAV team leader in inviting the district representative who will serve on the team.

_____Faculty focus teams meet to review challenges and recommended actions in the last TAV report and complete the TAV Progress Report Form for their assigned challenges. 

_____Faculty focus teams meet to complete the HSTW Benchmarks and School-based Data Profile.

_____The leadership team collects the TAV Progress Report Forms and prepares a summary.  The summary and the completed HSTW Benchmarks and School-based Data Profile are sent to the TAV team leader at least two weeks before the visit.

_____The site coordinator sends a copy of the agenda, master schedule, bell schedule, and a map of the school to the team at least two weeks prior to the visit.

_____The site coordinator and leadership team collect evidence that demonstrates progress and make it available for the visiting team.  These may be compiled in a portfolio, which should include actions taken and data supporting effectiveness of the efforts.  Portfolio items may include booklets, brochures, staff development agendas, videos, model classroom assignments, and examples of student work.

_____The site coordinator and principal select teachers and students to be interviewed and determine specific times and locations for the interviews.

_____The principal and site coordinator share with the faculty about the purpose of the visit and the day’s agenda.

_____The site coordinator and principal determine who will be present at the exit conference at the end of the day and determine the time and location.
_____The site coordinator arranges for beverages, snacks, and lunch to be available to the team throughout the day (optional).

_____The site coordinator makes copies of the “Walk-through Observation Form” (see Page 50, Technical Assistance:  A Guide for Local Sites).
During the Visit:

_____Designate a parking area for visitors.

_____Announce to students and faculty the presence of the visiting team.

_____Ensure that appropriate staff and students appear at their appointed times and locations for interviews
_____Have someone available to answer questions and provide items needed by the team.

After the visit:

_____Have focus teams meet to read the follow-up TAV report.

_____Determine how to implement recommendations in the report.

_____Develop next year’s school improvement plan that incorporates the recommended action steps.
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