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Planning the Decennial Visit Schedule
Guidance for public schools, districts, centers, and programs
The school, in consultation with the visiting team chair, sets the visit schedule. The school should schedule meetings to help the team understand the work done toward the Priority Areas over the past two years. Wednesday is reserved for the team to complete its report, debrief the principal, and deliver the chair’s closing remarks. Use the template that follows as your starting point.
Include every required element: The visit schedule must contain all of the following:
	School tour, led by students
Overview presentation by the school
Priority Area meetings
Priority Area observations
4C’s Meeting 
Classroom observations (all classes made available)
Meeting with a representative group of students
	Chair and principal check-ins each day
Chair and superintendent one-on-one
School board/committee meeting
Discussions about student work
Leadership debrief with the principal
Chair’s closing remarks to the full faculty


For more information about these elements, please see the "Required Elements of the Decennial Visit Protocol" section of the Decennial Visit Handbook
	Concurrent meetings
During each block, a Priority Area meeting, a Priority Area observation (of a different Priority Area), and classroom visits can run at the same time. Usually, two team members will attend a Priority Area meeting or Priority Area observation. With a team of six to eight, schools can schedule multiple meetings during the same block of time. 

	Scheduling the board of education/school committee meeting
The timing of this meeting is based on board availability. It ideally takes place Monday or Tuesday, but accommodations can be made, including a virtual meeting on Sunday or other times if needed. The full board does not need to attend the meeting, but please ensure that you are following all local policies and rules related to the convening of a meeting. 

	Team travel and meeting time
Chairs train the team virtually beforehand, so most members check in to the hotel on Monday afternoon. Members traveling more than an hour may request a room for Sunday night, so plan in your budget for a few additional-night rooms; the chair confirms these requests with the school. The school does not need to schedule the team's meetings after they leave for the day, as the chair arranges those with the team, but the school should coordinate dinner with the chair.

	Coordination with your chair 
The school should draft a schedule and then share it with the visiting tam chair. The visiting team chair will confirm the schedule to ensure all components of the visit are present and there are no conflicts based on team logistics. If you have any questions, please contact your NEASC Liaison. 

	Student Meetings 
The visit includes two distinct meetings involving students that serve different purposes. The first, the meeting with a representative group of students is focused on how they experience learning, instruction, and support at the school. The second, discussions about student work, is focused on evidence of student learning. The team reviews authentic student work to better understand assessment and feedback practices at the school.














Decennial Visit Schedule Template for public schools, districts, centers, and programs
School: ENTER SCHOOL NAME          Dates: ENTER VISIT DATES
	Note on the schedule: This schedule template is meant to be used as a guide for creating the schedule for your school's Decennial Accreditation Visit. The exact times and order of meetings can be adjusted based on the needs and logistics of the visit. The school should draft the schedule first and then finalize it in collaboration with the visiting team chair.


Monday - ENTER DATE
	Time
	Meeting Topic
	School Attendees/NEASC Attendees
	Location

	7:30–8:00
	Visiting Team Planning
	All team members
	

	8:00–8:40
	Overview Presentation by the Steering Committee
	Principal and Steering Committee/All
	

	8:45–9:30
	School Tour
	4 students/All (Divide into 2 groups)
	

	9:30–9:40
	Team huddle 
	All team members
	Team workroom

	9:40–10:30
	Priority Area #1 Meeting
	6–8 stakeholder representatives/2 team members
	

	
	Classroom Visits 
	All classes/Remaining team members
	Classroom Visit Spreadsheet

	10:30–10:40
	Team huddle 
	All team members
	Team workroom

	10:45–11:30
	Student Meetings
	Students in group meetings; scale numbers to school size and split into groups (consider affinity groups or grade groups, traditionally at least 20 students total) / 2-3 team members per meeting
	

	11:30 –12:30
	Lunch 
	The school provides lunch to the team, usually ordered from a local sandwich shop or similar in coordination with the chair
	Team workroom

	12:30 –1:20
	Priority Area #2 Meeting
	6–8 stakeholder representatives/2 team members
	

	
	Priority Area Observation (a different Priority Area from the concurrent meeting)
	Observation opportunity related to the Priority Area, e.g., PLC, common planning, advisory, focus group/2 team members
	

	
	Classroom Visits 
	All classes/Remaining team members
	Classroom Visit Spreadsheet

	1:20 –1:30
	Team huddle 
	All team members
	Team workroom

	1:30–2:10
	4Cs meeting 
	School & District Leadership/Chair, Assistant Chair, and/or 4Cs lead
	

	
	Classroom Visits 
	All classes/Remaining team members
	Classroom Visit Spreadsheet

	2:20– 2:40
	Principal Check in
	Principal/Chair and Assistant Chair
	

	2:45–3:30
	Possible Additional Meeting Time 
	Visiting team can meet after the school day as needed with stakeholders who were not available during the school day
	

	TBD
	School Committee Meeting
Scheduled based on the availability of the board of education; ideally Monday or Tuesday, with accommodations made as needed.
	Committee members/Chair and team members as needed
	

	TBD
	Team Meeting Time 
	The chair in coordination with the team will determine their meeting schedule at the hotel when they depart the school 
	Hotel 

	TBD
	Dinner 
	The school will make dinner arrangements in coordination with the chair. This could be at the hotel, at a nearby restaurant, or delivery to the hotel
	Hotel or Restaurant


Tuesday - ENTER DATE
	Time
	Meeting Topic
	School Attendees/NEASC Attendees
	Location

	7:40–8:00
	Visiting Team Planning
	All
	

	8:00–8:50
	Priority Area #3 Meeting
	6–8 stakeholder representatives/2 team members
	

	
	Priority Area Observation (a different Priority Area from the concurrent meeting)
	Observation opportunity related to the Priority Area, e.g., PLC, common planning, advisory, focus group/2 team members
	

	
	Classroom Visits
	All classes/Remaining team members
	Classroom Visit Spreadsheet

	8:50–9:00
	Team huddle 
	All team members
	Team workroom

	9:00–10:00
	Student Work
	16+ students with samples of work to discuss or other arrangements for team to review student work, coordinate with chair/All team members
	

	10:00–10:15
	Team huddle 
	All team members
	Team workroom

	10:15–11:15
	Superintendent (30-45min)
	Superintendent/Chair 
	

	
	Priority Area #4 Meeting (50 minutes)
	6–8 stakeholder representatives/2 team members
	

	
	Classroom Visits
	All classes/Remaining team members
	Classroom Visit Spreadsheet

	11:15–12:00
	Priority Area #5 Meeting (if applicable) and/or additional meeting time, observation, or classroom visits
	All team members
	Team workroom

	12:00 –1:00
	Lunch 
	The school provides lunch to the team, usually ordered from a local sandwich shop or similar in coordination with the chair
	Team workroom

	1:00–2:10
	Classroom Visits and/or Team Work Time
	All classes/All
	Classroom Visit Spreadsheet

	
	Possible additional Priority Area meeting or Observation
	Team members as assigned
	

	2:20–2:40
	Principal Check in
	Principal/Chair and Asst. Chair
	

	TBD
	Team Meeting Time 
	The chair in coordination with the team will determine their meeting schedule at the hotel when they depart the school 
	Hotel 

	TBD
	Dinner 
	The school will make dinner arrangements in coordination with the chair. This could be at the hotel, at a nearby restaurant, or delivery to the hotel
	Hotel or Restaurant


Wednesday - ENTER DATE
	Time
	Meeting Topic
	School Attendees/NEASC Attendees
	Location

	7:45–8:00
	Principal Check in
	Principal/Chair and Assistant Chair
	

	8:00–12:00
	Team Meeting to review reports
	All
	

	12:00–1:00
	Lunch 
	The school provides lunch to the team, usually ordered from a local sandwich shop or similar in coordination with the chair
	Team workroom

	1:00–1:45
	Leadership Debrief
	Principal and others at principal’s discretion/All
	

	2:30–3:00
	Faculty Meeting
	All faculty/All, Chair gives closing remarks
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