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DRAFTING GUIDE
Planning for the Decennial Visit
School Summary Report  ·  Prior to the Decennial (or Initial) Accreditation Visit
Instructions
The Steering Committee completes this section. All teal text is guidance and should be deleted before you submit.
	THINK OF THE VISITING TEAM AS AN ASSET
For two days, a team of experienced educators will be in your building, observing classrooms and talking with students, staff, and families. That is a rare opportunity. This section is where you tell the team what you most want to learn from them, and how you will show them the growth you have made. The more specific your requests, the more useful the feedback you receive.



This section has two parts: Additional Areas of Focus, where you ask the team to look at something beyond your Priority Areas, and Visit Planning, where you plan the activities that will show the team your growth.
Additional Areas of Focus are optional but encouraged. If there is an area you are working on now, or expect to work on next, the team can gather information and give you feedback on it while they are here.
If you request an additional area of focus, you must discuss it with your visit chair before the visit. Agree together on what the team will look at, what they will do, and what you will receive at the end of the visit. This conversation is what makes the request work; without it, the team may not be able to deliver what you are hoping for.
Be specific and realistic. The team has limited time, so a small number of clear, well-defined requests will produce better feedback than a long or vague list.
For Visit Planning, think about how the team can see your Priority Area work in action rather than only hear about it. These become the Priority Area observations in the visit schedule.
Delete all teal instructional text (including this list) before submitting this section in the School Summary Report.
Part 1: Additional Areas of Focus
Identify any areas, beyond your Priority Areas for Growth, that you would like the visiting team to look at and give you feedback on. This might be a current initiative, an area you expect to prioritize in the future, or a question you are trying to answer as a school. Complete one block for each request; most schools identify one or two.
Examples: an initiative launched since the Collaborative Conference, a program you are piloting, an area where survey data raised questions, a practice you want an outside read on, or a specific focus for the team’s classroom observations.
Area of Focus #1 (Optional)
WHAT IS THE AREA, AND WHY THIS AREA?
Describe the area and what is prompting the request.
WHAT QUESTION DO YOU WANT THE TEAM TO HELP YOU ANSWER?
State it as a clear question, for example, “To what extent are students receiving consistent feedback on their writing across departments?”
WHAT WOULD YOU LIKE THE TEAM TO DO?
For example, focus classroom observations on a specific practice or look-for, meet with a particular group of students or staff, or review specific documents or student work.
WHAT DO YOU WANT TO RECEIVE AT THE END OF THE VISIT?
Be concrete about the product, for example, observation data or trends, themes from student voice, or written feedback in the report. Agree on this with your chair.
DISCUSSED WITH THE VISIT CHAIR ON (DATE):
Area of Focus #2 (Optional)
WHAT IS THE AREA, AND WHY THIS AREA?
Describe the area and what is prompting the request.
WHAT QUESTION DO YOU WANT THE TEAM TO HELP YOU ANSWER?
State it as a clear question, for example, “To what extent are students receiving consistent feedback on their writing across departments?”
WHAT WOULD YOU LIKE THE TEAM TO DO?
For example, focus classroom observations on a specific practice or look-for, meet with a particular group of students or staff, or review specific documents or student work.
WHAT DO YOU WANT TO RECEIVE AT THE END OF THE VISIT?
Be concrete about the product, for example, observation data or trends, themes from student voice, or written feedback in the report. Agree on this with your chair.
DISCUSSED WITH THE VISIT CHAIR ON (DATE):
FOCUS FOR CLASSROOM OBSERVATIONS
The team will be in classrooms throughout the visit. Are there specific look-fors you would like them to attend to, whether connected to your Priority Areas or to the areas above?
Part 2: Visit Planning
Plan the activities that will demonstrate the growth you have made in your Priority Areas. These become the Priority Area observations in the visit schedule, so the team can see the work rather than only hear about it. Complete one block for each activity.
There are four blocks below, but that is not a target. Use only as many as you need, and delete the rest. One or two authentic activities are far more valuable than four arranged ones.
	KEEP IT AUTHENTIC
Do not manufacture activities for the visit. The team is not looking for a performance; they are looking for your everyday practice. Start with what is already happening during those two days and identify the moments that genuinely show your Priority Area work. If something would not occur without the team in the building, it is probably not worth scheduling. Real work, even when it is imperfect or still in progress, gives the team far more to respond to than a polished event.



	ACTIVITY IDEAS
Student presentations or defenses of learning · a department, team, or professional learning community meeting · a data or curriculum team at work · student-led conferences · classroom visits focused on a specific practice · a student panel or focus group · an advisory or mentoring session · a showcase of student work · a walkthrough with school leaders · a family or community event connected to a Priority Area.



Activity #1
ACTIVITY
What will the team observe or take part in?
WHICH PRIORITY AREA DOES IT DEMONSTRATE?
WHAT WILL THIS SHOW THE TEAM ABOUT YOUR GROWTH?
What should the team notice, and what does it demonstrate that would not have been visible two years ago?
WHO IS INVOLVED, AND WHAT ARE THE LOGISTICS?
Participants, location, approximate day and time, and how long it will take.
Activity #2 
ACTIVITY
What will the team observe or take part in?
WHICH PRIORITY AREA DOES IT DEMONSTRATE?
WHAT WILL THIS SHOW THE TEAM ABOUT YOUR GROWTH?
What should the team notice, and what does it demonstrate that would not have been visible two years ago?
WHO IS INVOLVED, AND WHAT ARE THE LOGISTICS?
Participants, location, approximate day and time, and how long it will take.
Activity #3
ACTIVITY
What will the team observe or take part in?
WHICH PRIORITY AREA DOES IT DEMONSTRATE?
WHAT WILL THIS SHOW THE TEAM ABOUT YOUR GROWTH?
What should the team notice, and what does it demonstrate that would not have been visible two years ago?
WHO IS INVOLVED, AND WHAT ARE THE LOGISTICS?
Participants, location, approximate day and time, and how long it will take.
Activity #4
ACTIVITY
What will the team observe or take part in?
WHICH PRIORITY AREA DOES IT DEMONSTRATE?
WHAT WILL THIS SHOW THE TEAM ABOUT YOUR GROWTH?
What should the team notice, and what does it demonstrate that would not have been visible two years ago?
WHO IS INVOLVED, AND WHAT ARE THE LOGISTICS?
Participants, location, approximate day and time, and how long it will take.
Delete any activity blocks you do not need, and add more only if you have additional authentic activities to propose.
Final Reminders
Have you discussed any Additional Areas of Focus with your visit chair, and agreed on what the team will do and what you will receive?
Are your requests specific enough that the team can act on them in two days?
Do your planned activities let the team see growth in each of your Priority Areas?
Is everything you have planned something that would happen anyway, rather than staged for the visit?
Have you checked that the activities fit the visit schedule, and shared them with your chair?
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