PROTOCOLS FOR OSI-APPROVED PERSONNEL
OFFICE OF SCHOOL IMPROVEMENT
 VIRGINIA DEPARTMENT OF EDUCATION (VDOE)

The purpose of this document is to familiarize the Office of School Improvement approved personnel with the protocols related to the duties and responsibilities of the position.
Visits to Local Educational Agencies (LEA)

When visiting schools and/or central office locations, OSI Approved Personnel should wear professional attire and display the VDOE identification badge. As a courtesy, please do not arrive more than 15 minutes early for a meeting at a school or central office location. 

Please remember that you cannot work in a division that you were formerly employed.

Divisions Requesting Professional Development outside DOE Contract - Disclaimer Language for OSI Approved Personnel

Work performed by any OSI Approved Personnel for a local educational agency (LEA) that has not been funded by the Office of School Improvement (OSI) has been neither reviewed nor approved by OSI, including work with tools and materials developed by OSI. It is the responsibility of the LEA to ensure that Approved Personnel work that is not funded by OSI meets the standard of comparable work reviewed and approved by the Office of School Improvement 
Any requests to work from a local educational agency should be sent to Annette Monroe-Martin for approval by the director.

OSI-Approved Personnel Contract (Attachment A)


Use of Electronic Communication and Social Media (Attachment B)


Non-Disclosure and Appropriate Use of Data Agreement (Attachment C)


Freedom of Information Act

In addition, except for exemptions under the Act, electronic records may be subject to the Freedom of Information Act (FOIA) and, therefore, available for public distribution. 
Please be very careful of what you put in an e-mail. 

In pursuit of the Virginia Department of Education’s goals, OSI Approved Personnel will communicate with a variety of internal and external stakeholders regarding student achievement and school improvement.  Therefore, OSI Approved Personnel must exercise caution to prevent unauthorized disclosure of sensitive and/or confidential information.  This includes containing conversations to private rooms.  



Communication  with Internal and External Stakeholders

Local Educational Agencies (LEA)
Please make an effort to ensure that documents originating from the OSI Approved Personnel have been reviewed and revised as needed. This information may be subject to the Freedom of Information Act (FOIA) and, therefore, available for public distribution.

Vendors and Commercial Programs

During the course of business, OSI Approved Personnel may be contacted by vendors or entities such as other state educational agencies.  
OSI Approved Personnel should remain neutral in response to inquiries regarding commercial programs, thereby avoiding the implication of endorsement by the Virginia Department of Education. If LEA representatives or other stakeholders request recommendations for commercial programs, please respond as follows: “I cannot recommend vendors or commercial programs; however, you may contact the Office of School Improvement regarding this request.” 
Also, OSI Approved Personnel cannot be employed by any of these vendors.

OSI-APPROVED PERSONNEL REPRESENT OSI/ VDOE AND ARE EXPECTED TO:

· be an expert in state and federal accountability
· sign-in at schools/divisions
· give a short verbal resume, if asked
· remember your employment is with OSI, not the division
· refrain from giving opinions about principals, teachers, and/or central office staff
· refrain from commenting about your assignments
· report problems immediately to Annette or your OSI contact
· use hotel letter for state rates when making reservations 
· complete all forms, reports, and other requests by the designated deadline
· refrain from giving information related to the schools/divisions to others
· refrain from attending school board meetings unless assigned by OSI 
· be an expert in record keeping, calculating mileage/travel information, reporting hours worked
· review the contract summary document 

OSI Contact Persons
· Mrs. Bev Rabil – Beverly.Rabil@doe.virginia.gov
· Dr. Yvonne Holloman – Yvonne.Holloman@doe.virginia.gov
· Dr. Michelle Wallace – Michelle.Wallace@doe.virginia.gov
· Dr. Susan FitzPatrick – Susan.Fitzpatrick@doe.virginia.gov
· Dr. Natalie Halloran – Natalie.Holloran@doe.virginia.gov
· Mrs. Kristi D’Souza – Kristi.DSouza@doe.virginia.gov
· Mrs. Annette Monroe-Martin.Annette.Monroe-Martin@doe.virginia.gov
· Ms. Marquita Crowder – Marquita.Crowder@doe.virginia.gov
· [bookmark: _GoBack]Ms. Pat Lankford – Pat.Lankford@doe.virginia.gov
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