The Visit

School Self-Study Coordinator
Visit Preparation Checklist
 Finalize schedule and visit arrangements
 Self-study report distributions
 Visiting committee report distributions

1. Self-study coordinator (SC) and visiting committee chairperson communicate prior to
visit.
Prior to the visit, the visiting committee chairperson will be in communication with the SC
and principal to answer questions and give assistance. The principal and the chairperson
should establish a date for the chairperson to visit the school for a preliminary visit. During
the previsit, the chair will become familiar with the school and the self-study progress, offer
guidance in conducting the self-study, and begin to develop a detailed schedule for the visit.
The chairperson will maintain regular communication with the school through additional
visits, phone calls, faxes, and email. This includes critique of draft sections of the self-study
report. (Refer to the “Visiting Committee Chairperson Checklist, Previsit Preparation.”)
2. SC makes housing and other arrangements for the visiting committee.
The SC arranges housing and adequate work space for the visiting committee. There should
be an area for exhibit materials that support the self-study in the work space. Word
processing, printing, copy services, technical, and clerical support should be made available
to the visiting committee. The school should provide equipment such as a LCD projector in
the work space.
 Note: Schools directly reimburse visiting committee members for expenses incurred
during the previsit and the self-study visit. This includes meals, mileage, and other
accreditation visit-related expenses. Lodging should be arranged and directly paid for by the
school.
3. After the Self-Study Report is completed, copies are distributed to the appropriate
people/organizations. The SC and visiting committee chairperson finalize the schedule
for the visit.

Self-Check Questions

Have copies of the Self-Study Report been sent to the appropriate recipients?
The SC submits the Self-Study Report after final Leadership Team review. The SC
ensures all appropriate people/organizations have a copy no later than six weeks prior
to the visit:


The visiting committee members
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Staff members and other stakeholders



The SC submits the self-study report to ACS WASC in a single pdf or Word
document (reference and support materials are not required) using the
Document Upload link on the top navigation bar of the ACS WASC website:
www.acswasc.org/document-upload/.

4. During the month prior to the visit, the SC and the Leadership Team continue
discussion of the implementation of the schoolwide action plan.
Staff members and other stakeholders review the schoolwide action plan and the reports by
the Focus Groups; they provide feedback to their committee chairpersons. Using this
information, the Leadership Team continues to refine the schoolwide action plan. The
Leadership Team will share these ideas with the visiting committee.
5. SC completes preparation for the ACS WASC visit.
SC verifies all visiting committee visit arrangements: housing, meals, technical and clerical
support, word processing and/or copy services, school map, master classroom schedule,
parking facilities, name tags, etc. SC ensures the availability of exhibits in the workroom and
throughout the school, including representative student work samples that have been
analyzed.

Self-Check Questions



Have the visiting committee visit arrangements been made?



Have any needed reimbursement issues been worked out?

6. During the visit, the stakeholders discuss specific issues of the self-study with the visiting
committee.
The visiting committee will have extensive dialogue with the Focus Groups and the
Leadership Team. Important to these sessions and the subject area/stakeholder meetings will
be the visiting committee's examination and understanding of the information and evidence
that supported the schoolwide findings. Throughout the visit the visiting committee
chairperson will regularly communicate with the principal and the self-study coordinator; the
visiting committee will meet daily with the Leadership Team regarding the visiting team's
findings.
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7. The SC distributes copies of the final visiting committee report to all stakeholder
groups.
Self-Check Questions

Has the final visiting committee report and supporting evidence been sent to the
appropriate recipients?
8. After the visit, the SC facilitates the integration of the narrative suggestions and critical
areas for follow-up left by the visiting committee in the report into a modified schoolwide
action plan.
Self-Check Questions

Has the modified schoolwide action plan been sent to the appropriate recipients?
By June 1 (January 31 for fall visits), the school should send:



An electronic copy of the modified action plan to the ACS WASC Office in a single
pdf or Word document using the Document Upload link on the top navigation bar of
the ACS WASC website: www.acswasc.org/document-upload/.
Copies to all stakeholder groups.



The School Self-Study Coordinator Post-Visit Checklist can be found on page 171.



The School Coordinator Checklists can be found on the ACS WASC website.
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