ACS WASC/CDE Chair Letter #2 —
Visiting Committee Member Confirmation Letter
	This template is provided to assist the visiting committee chair in the preparation of the confirmation letter that should be sent 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 Visiting Committee Members,

[image: image3.wmf][image: image4.wmf][image: image5.wmf][image: image6.wmf]Thank you very much for your prompt responses to my request for your preferences. Since my last communication with you, I have had the pleasure of welcoming __________________ to our team. ________________ is the principal of _________________ High School in ____________________.

[image: image7.wmf]The attached information represents the visiting committee assignments and a tentative schedule for our visit to                         High School. I tried my best to give you your preferences and was in most cases able to avoid your last choices. Mr./Ms. ________________, with whom I am working, has informed me that the self-study report will be in the mail on _____________ to allow us a month to prepare for our visit. Prior to the visit, please be sure to familiarize yourself with the entire report. This will enable all of us to actively participate in discussions relating to schoolwide issues. Each visiting committee member is also responsible for becoming thoroughly familiar with the criteria, the guide questions, suggested areas to analyze, rubrics, and curricular references (e.g., state frameworks and standards) for the areas assigned.

In order to optimize our time for this visit, please send me a copy of your tentative narrative statements by ______________. This will allow me one week prior to spring break to collate your responses and format the report. I will have the tentative report available for us to review at our first meeting together on ______________. At the visiting committee training, you were given previsit preparation sheets to use and a sample visiting committee report. As you read the school report and compare it to the criteria, be sure to record specific questions and concerns that arise on the note sheets. (Hopefully, you have been able to place those note sheets on your computer which should facilitate your note taking.) At our first meeting, we will discuss the issues that emerged in our reading and analysis of the school report and we will organize the visit based upon our findings.

As you know, reservations have been made for us at the 

Hotel in 

, and Mr./Ms. __
 sent information and directions to you under separate cover. If for some reason you did not receive this information, let me know. Please be prepared to pay all of your expenses during the visit. You will be reimbursed for your expenses directly by the school promptly following the visit (usually within two weeks of the visit).
The staff at 

High School has worked hard on the self-study. I am personally looking forward to working with you and the staff at 

 School in this worthwhile professional endeavor.

By referring to the ACS WASC/CDE Focus on Learning, 2017 Edition (Edited for 2018–2019 SY Visits) Visiting Committee Member Checklist, pages 149–152, you will be able to ensure all responsibilities are being accomplished. Please give me a call if you have any questions.
Work:
(      )

Cell:  
(      )

Fax:
(      )

Home:
(      )

Email: 
Sincerely,

___________________ (name)
[image: image8.wmf]Visiting Committee Chairperson

cc:
Principal

Self-Study Coordinator
Visiting Committee Report Areas

for ACS WASC/CDE Focus on Learning
[image: image9.wmf]Date of visit:      ________

	Criterion Categories
Schoolwide Focus Groups
	Lead
	Assistant (as needed)

	Organization
	     
	     

	Standards-based Student Learning: Curriculum
	     
	     

	Standards-based Student Learning: Instruction
	     
	     

	Standards-based Student Learning: Assessment and Accountability
	     
	     

	School Culture and Support for Student Personal and Academic Growth
	     
	     


	Schoolwide Groups
	Lead
	Assistant (as needed)

	Students
	     
	     

	Parents/Community
	     
	     

	Counselors
	     
	     

	Classified
	     
	     

	Library/Media
	     
	     

	Administrators
	     
	     

	Special Education
	     
	     


	Subject Areas
	Lead
	Assistant (as needed)

	Career-Vocational Education
	     
	     

	English/Language Arts
	     
	     

	English as a Second Language
	     
	     

	Foreign Language
	     
	     

	Health
	     
	     

	History-Social Science
	     
	     

	Math
	     
	     

	Physical Education
	     
	     

	Science
	     
	     

	Visual and Performing Arts
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