Hawaii WASC/DOE Chair Letter #1 —
Initial Contact Letter
	This template is provided to assist the Visiting Committee chair in the preparation of the initial contact letter to send to Visiting Committee members serving on the upcoming visit. Feel free to customize as needed.


[image: image1.wmf]_____________ (date)
________________ (name)
________________ (title)
________________ (address)
________________ (city, state ZIP)
[image: image2.wmf]Dear ________________________,

[image: image3.wmf][image: image4.wmf][image: image5.wmf]I am very pleased that you have accepted the responsibility to serve on the Visiting Committee for ________________ School. The dates of the visit will be __________________; however, we will meet at ________________ School on Monday, _________________, in the afternoon to begin our committee work for the visit. The members of our committee are:

	Name:

Title: 

Work Location: 
	Name:

Title: 

Work Location: 

	Name:

Title: 

Work Location: 
	Name:

Title: 

Work Location: 

	Name:

Title: 

Work Location: 
	Name:

Title: 

Work Location: 

	Name:

Title: 

Work Location: 
	Name:

Title: 

Work Location: 


We will begin the visit by meeting at the school at 1:00 p.m. Monday to discuss the Self-Study Report and review organizational details of the visit. I am presently working with ___________, the Principal, and ____________, the Self-Study Coordinator, in the preparation of the Visiting Committee’s schedule and will send you a copy as soon as it is complete.

I request that you become familiar with the responsibilities of Visiting Committee members outlined in the “WASC/DOE Visit” section of the Focus on Learning, Joint WASC/Hawaii Department of Education Process Guide, 2006-07 Edition, pp. 115–144, and the set of reference cards.
Briefly, the duties of the Visiting Committee members are as follows:

1.
Study the Visiting Committee Member Checklist, Focus on Learning, Joint WASC/Hawaii Department of Education Process Guide, carefully. Please review the suggested portions of the Focus on Learning giving special attention to the criteria, the guide questions, and the suggested areas to analyze. Your familiarity with the criteria will enable you to maximize your understanding of the school’s self-analysis and collaborate with them in ongoing improvement efforts.

2.
Study the reference cards carefully. These serve as a “quick guide” to Visiting Committee responsibilities, criteria, evidence review, Visiting Committee report format, and term determination.

3.
Attend the one-day Focus on Learning (FOL) training (if you are new to the process), or the one-day FOL update (if you have served previously on a team). This is a prerequisite to participation on a team.

4.
Become thoroughly familiar with the School Self-Study Report which you will receive prior to the visit as you compare the school’s findings to the concepts of the criteria.

[image: image6.wmf][image: image7.wmf]5.
Be present without other commitments during the scheduled time of the visit from approximately 1:00 p.m. on Monday, _____________, until 4:00 p.m. on Thursday, _____________. Please note that evening activities and meetings will be scheduled. This visit will give committee members a chance to confirm information contained in the School Self-Study Report.

6.
Each committee member will have the responsibility of preparing portions of the Visiting Committee Report which will be assigned after reviewing your preferences. Each section will be carefully reviewed by the entire committee, so that the views expressed represent the entire committee rather than one individual. Since time during the visit is at such a premium and we have a short time to prepare, I will request that you develop and send me, prior to the visit, tentative narrative statements for the sections that will be assigned to you. This write-up will be based on your reading of the School Report. These statements can then be adjusted as a result of our visit. Please refer to the sample Visiting Committee Report that was sent along with the Focus on Learning, Joint WASC/Hawaii Department of Education Process Guide document.

7.
The areas covered in the School Report and major school groups are enclosed on a separate page. Since you may have certain preferences, your rank orders will help me assign your responsibilities. Please note that I will ask each of you to study the entire report and comment on all chapters and criteria concepts using the previsit preparation sheets that you received at the Visiting Committee training. These will be used in our initial Sunday afternoon discussion and to modify the draft report that I will be distributing at that time.

The Visiting Committee gives insight to the school through dialogue with the Schoolwide Focus Groups and the Stakeholder and Discipline-Specific Committees about the self-study findings and by its own gathering of evidence and analysis of student work. The Visiting Committee assists the school in refining the schoolwide action plan with respect to the criteria and the expected schoolwide learning results. While our committee will synthesize schoolwide strengths and critical areas for follow-up, we are specifically directed to leave the methods by which the improvements are to be made to the discretion of the school.

Your prompt reply stating the preference of areas of concentration will be appreciated. I shall correspond with you at a later date at which time I will assign the areas of responsibility, notify you about accommodations, and communicate other information pertinent to the evaluation study.

[image: image8.wmf]We are undertaking a worthwhile educational project together. Your suggestions will be greatly appreciated and should you have questions, please contact me. If you are unable to participate in the visit, call my office immediately, as this will impact other committee members. Please review and complete the attached “Visiting Committee Report Areas for Focus on Learning, Joint WASC/Hawaii Department of Education Process” and return your preferences as close to _____________ as possible so I can make the assignments and complete the Visiting Committee schedule.

Sincerely,

[image: image9.wmf]
Visiting Committee Chairperson

Home Phone: 
(      )

Work Phone: 
(      )

Fax:

(      )

E-mail:

Visiting Committee Report Areas

for Focus on Learning, Joint WASC/Hawaii Department of Education Process Guide
[image: image10.wmf]Name of Visiting Committee Member: ____________________________________

[image: image11.wmf]Home Phone:
(    ) _____________________
[image: image12.wmf]Fax Number:
(    ) _____________________

[image: image13.wmf]E-mail:  _______________________________ 
[image: image14.wmf]Please indicate your preference for report topics by rank ordering each list below. In addition to studying the entire report, each committee member will have primary responsibility for one criterion category as well as providing support in other areas. I will do my best to match the committee needs with your priorities. Return this document to me as close to _______________ (date) as possible.

Completely rank order each list:  1 = highest preference.
Note: I will ask each of you to prepare notes and questions about concerns, clarifications, and evidence with respect to the entire report. In addition, I will ask that you send me prior to the visit tentative narrative statements for your primary assignments. 

Schoolwide Focus Groups—Criterion Categories 
_____
Organization: Vision and Mission (Purpose); School Culture; Governance, Leadership and Staff; and Resources
_____
Student-based Student Learning: Curriculum
_____
Student-based Student Learning: Instruction
_____
Student-based Student Learning: Assessment and Accountability
_____
Quality Student Support for Student Personal and Academic Growth
Schoolwide Groups
_____
Students
_____
Parents/Community
_____
Counselors

_____
Classified
_____
Library/Media

_____
Administrators
_____
Special Education
Departmental Topics/Learning Areas
_____
Career-Vocational Education

_____
English/Language Arts
_____
English as a Second Language

_____
Foreign Language
_____
Health

_____
History-Social Science

_____  Math
_____
Physical Education
_____
Science

_____
Visual and Performing Art
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