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Required Renewal Pre-Visit Document List

Please find the list of pre-visit documents for the renewal visit below. The Institute uses these documents to inform the pre-visit call as well as the conduct of the renewal visit.  Schools submit these documents via Epicenter. The deadline for submission is viewable in Epicenter, and communicated to the school in the renewal visit scheduling email.

SUNY Templates
· At-Risk Programs Charts. Complete and submit the Institute’s form detailing the school’s program(s)/requirement(s) for general education students struggling academically, students with disabilities, and English language learners. Please provide information on the staff who work with the students, staff coordination requirements, and the professional development activities the school provides to school staff. The template for this document is available on the Institute’s website at this link.
· Visit Data Collection Form.  Complete and submit the Institute’s Visit Data Collection Form requesting student enrollment, staff retention, and student discipline data.  The Institute also requests that if you are going to set up a temporary account via the school’s document system (i.e., Google Drive, Box, etc.), please include the login information in the appropriate tab.  The template for this document is available on the Institute’s website at this link.
· Staff Member/Employee List Spreadsheet.  Use the Institute’s Staff Member/Employee List Spreadsheet template available at this link.  Please be sure to use the link under “Pre-Visit Documents” as this form has slightly different information for the purposes of the site visit. For this version, the Institute uses the staffing list to support with identifying individuals for interviews.
Program Documents
· Assessment List and Calendar.  Provide a list of diagnostic, formative, and summative assessments by grade level administered during the school year; also provide the current annual calendar to demonstrate the timing of assessment administration.
· Board Materials.  Provide the following information:
· the most recent completed board self-evaluation and self-evaluation template;
· the most recent completed evaluation for any employee(s) who reports directly to the board of trustees (include the evaluation criteria for those employees); and,
· board packages from the previous three board meetings including the data dashboards or other means by which the board monitors the charter’s progress.
· Evaluation Templates.  Send the templates the school uses to evaluate teachers and leaders as well as any supporting guidance documentation for the school’s evaluation systems.  The school should be prepared to share finalized evaluations from the most recent school year with the Institute’s visit team during the school visit.
· Organizational Chart.  Provide a chart that includes all staff positions and illustrates the school’s current reporting structure.  It need not name individual staff members, but should reflect all positions in the school and include relationships with any management company or charter management organization.  
· Only include an organizational chart if the submission from the Application for Charter Renewal has been updated since August 15th.  
· Professional Development Calendar.  Provide a calendar of professional development opportunities planned for the current school year.  During the pre-visit call, the team may ask for specific artifacts from specific sessions based on the calendar.
· Teacher Schedules/Master Schedule.  Provide schedules that clearly indicate where each teacher will be and what subject and grade they will teach during each scheduled period on the day(s) of the visit.  Please highlight common planning time, grade team and/or department meetings as well as other non-instructional time (individual prep, lunch, etc.), or any staggered scheduling.  Please include a bell schedule and the entire school lunch/specials schedule to help inform the Institute’s observation schedule. 
To facilitate scheduling, please clarify class names and locations.  If a teacher’s schedule contains class names for internal purposes such as “Harvard” or “801B,” please provide an explanatory key.  The Institute uses this information to guide classroom observations during the visit.  The Institute recognizes that teacher schedules are subject to change after the start of the school year and asks that school leaders highlight these changes during pre-visit discussions with the Institute’s visit team leader. 

Site Visit Document Notes
On the days of the site visit, the Institute requests the following information be made available:

· Lesson Plans.  Please have teachers’ lesson plans readily available for visit team members during the site visit. These should be easily located outside or at the front of a classroom.
· Floor Plans. This is helpful to quickly navigate the building and find classrooms for observations.
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