Office of School Improvement 
Protocol for Visits to Local Educational Agencies with Focus Schools
Division Leadership Support Team

Minimum Expectations for Monthly Visits with the Division Leadership Team

As division liaisons begin preparing for the monthly visits with division leadership teams, the following tasks must be included as agenda items during each visit:   
1. Reviewing division- and school-level improvement plans during the monthly meetings
2. Observing in classrooms with the building principal and members of the division leadership team
3. Monitoring the implementation of Tier 2 and Tier 3 interventions with an emphasis on the proficiency gap groups
4. Reviewing  all current, relevant data related to the progress and success of the Tier 2 and Tier 3 interventions cited in the improvement plan
5. Reviewing specific actions/activities/examples indicating that each focus school has implemented and is providing ongoing monitoring using VDOE resources (i.e. curriculum frameworks, blueprints, SOL practice test items)
6. Preparing for the next visit

Sample Protocol for Monthly Visits

Prior to visit:
1. Review:
a. minutes from previous meeting(s) for correctness and highlighting all items that needed action
b. next steps from each division and/or school previous meeting
c. division and school Indistar plan (progress monitoring of tasks, updated minutes from previous meeting, agenda for next meeting, etc.)
d. VDOE OSI timeline calendar for upcoming due dates for reports, rubric, etc. to include on upcoming agenda
e. review the monthly OSI Update document 
2. Send to division contact:
a. agenda items (with person responsible and suggested time frames for each item) to be added to the agenda for the upcoming meeting 
b. “next steps”  due by the next meeting   
3. Request division contact to:
a. develop agenda (including person responsible and suggested time frames) 
b. send agenda to all team members at least 3 days prior to the meeting
c. inform division liaison prior to the meeting of all members not able to attend.    
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During the visit:
1. Division contact leads meeting
2. Project on wall the division and school Indistar plans for all participants to read
3. Division contact reviews meeting agenda 
4. Team reviews meeting minutes from previous meeting for accuracy, completeness, editing, etc.  
5. For meetings that are held in the school, an agenda item should include:
a.  a walkthrough of classrooms (assign teams and time frames)
b. specific “look for’s” 
c. opportunity and time  to debrief following the walkthrough   
6. Each agenda item is presented by the person responsible 
7. When appropriate, an agenda item should include the status of requested technical assistance.  Where technical assistance has already been provided, include status of implementation and monitoring process.
Following the visit:
1. Provide follow-up communication (i.e. email) from each meeting/visit to division contact.  This follow-up communication may include recognition of “kudos” from the meeting.  The communication may also provide an opportunity to reinforce a strategy or concept that was discussed during the recent visit.     
2. Keep in touch by email, phone call, etc. with division contact concerning any information requiring feedback and/or clarification.  The important thing here is communication.
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