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Site Visit Protocol

The purpose of a site visit is to gather evidence about a charter school’s academic program and operational performance in relation to standards for accountability. Evidence gathered during the site visit process is ultimately used to make a renewal determination or inform other authorizing actions pertaining to the school. Site visits are not intended to provide specific technical assistance or other advice to the school. The site visit is also not intended to directly assist schools in making decisions about how to improve academic programs or operations.

Scope of Site Visits
The School District conducts site visits as frequently as necessary for accountability monitoring with at least one visit typically occurring during the school’s last year of the charter term. The scope of the site visit varies depending on the school’s age, status (e.g., charter agreement conditions), current performance, and frequency of visits. Visits may also vary in length and scope if certain special considerations apply. These considerations include, but are not limited to: 
· Schools in their first charter term of operation
· Trending low academic achievement results for all students or subgroups of students, or a sudden drop in academic achievement
· Concerns about discipline rates or other student indicator data
· Concerns about a school’s financial health
· Significant leadership or board turnover
· A pending or recently granted Board-approved amendment request. 

Site Visit Components

The table below summarizes each of the typical components included in the site visit schedule. The schedule should enable the site visit team to observe all aspects of the school’s program, including, for example, advisory, morning meetings, and other mission-related activities. A sample visit schedule is included in Appendix B: Sample Schedule. The inclusion and scope of each component will be based on the considerations outlined above as well as the frequency and methods of ongoing oversight.











	Component
	Description

	Meeting(s) with school leader
	The team meets with the school leader to introduce themselves, to confirm logistical details of the visit, and, if applicable, to ask any remaining clarifying questions about the classroom observation form. The team may request additional meetings with the school leader during the visit as needed.

	Classroom observations
	The schedule should include enough classroom observations to ensure coverage of a sampling of all grades and core subjects. The site visit team should observe all types of classrooms: general education, special education, and ESL support/language program. While on site, the team should be free to visit all classrooms without advance notice to the school or the teachers. The length of classroom observations depends on the scope of the visit, with observations ranging from 10 to 20 minutes.

The site visit team uses a classroom observation form, found in Appendix E: Classroom Observation Form. Prior to the visit, the site visit team leader works with the school leader to adapt the form with information specific to the school.

	Focus groups/interviews
	A range of focus groups will be scheduled for the site visit. It is the school’s responsibility to gather a representative group from each relevant category through an open invitation, and to inform each participant of the time and place of the meeting. The School District expects that each participant is given complete freedom to speak regarding their knowledge of and experience at the school, with no limits or repercussions imposed. 

See Appendix D: Focus Groups for a complete list of the focus groups that may be conducted during or around the site visit. When the School District notifies the school of the scope of the site visit, the school is provided with a list of the specific focus groups that will be held. If necessary, the team leader may arrange additional interviews with other staff in consultation with the school administrator(s). For example, the team may want to meet with the school’s curriculum director to ask specific questions about curricular documents.

Prior to the visit, the site visit team leader discusses the composition of focus groups with the school leader to ensure that focus group membership does not overlap and that the appropriate staff members will be present.

Given time and availability constraints, focus groups may also need to occur virtually near the site visit date. The site visit team leader will collaborate with the school leader when making such determinations. 


	Document review
	A list of documents and sample files that the site visit team may review while on site is included in Appendix C: Site Visit Documents. Most of these document review areas entail providing hard copy or digital access to certain types of student or staff files for a random sampling to be pulled and assessed for compliance. The site visit team leader will determine and communicate which types of files to have available and through what means is easiest for the school in advance of the visit date. The site visit team leader and school leader may also consider providing a random sampling of certain files near the visit date to allow more time on site for observations and focus group conversations. 

	Exit meeting with school leader
	The visit concludes with an exit meeting with the school leader. This meeting provides the team with an opportunity to obtain clarification about any outstanding questions or issues and to thank the school leader for the assistance provided during the site visit. The team typically shares key takeaways from observations, document review, and focus groups. Finally, the team leader describes next steps in the site visit and/or renewal process.






















Appendix A: Site Visit Checklist for School Leaders/Designees

The school leader or designee should use the following checklist to prepare for site visits.

AS SOON AS YOU RECEIVE THE SCHEDULING EMAIL
· Check that the suggested site visit date(s) are on a regular school day without any school wide testing, field trips, or early release.
· Confirm the suggested date(s) with the School District as soon as possible. Please email your confirmation. If the date(s) create undue hardship for your school, contact the School District staff member who sent the email and work to find mutually agreeable alternate date(s).
· Once the date(s) are confirmed, share the site visit date(s) and the Site Visit Protocol with all relevant school stakeholders.
· Attend any introductory call or meeting scheduled by the School District (if offered).

APPROXIMATELY 1-2 MONTHS PRIOR TO THE VISIT
· Carefully review the email from the site visit team leader that outlines the scope of the visit, the documents the school needs to provide to the School District (in advance and/or on site), and the focus groups that need to be included in the site visit. Reply to the site visit team leader to acknowledge receipt of the email.
· Review the Site Visit Protocol and share it with the school community.
· Talk with the school’s board of trustees, staff, and community to orient them to the purpose of the site visit, what their respective roles will be during the visit, and what to expect when the team visits. As applicable, inform teachers that classroom visits will be part of the visit; however, assure teachers that the purpose of classroom visits is to collect evidence and capture schoolwide trends, not to evaluate individual teachers. Ask teachers to avoid administering tests or quizzes on the day(s) of the site visit so that site visitors can observe instruction.
· Begin the process of identifying focus group participants and share the Site Visit Protocol with those able to participate.
· Begin to gather/organize the documents the school needs to provide to the School District. All the documents that schools may be asked to provide for the site visit are listed and described in Appendix C: Site Visit Documents. The email from the site visit team leader lists the specific documents that will be required and the timeline for submitting them. Most documents are due to the School District four weeks prior to the site visit. 

FOUR WEEKS PRIOR TO THE SITE VISIT
· Send documents for the visit (see above) to the site visit team leader. All documents submitted before the visit must be submitted electronically. It is important for schools to submit all the requested documents in a timely manner and for schools to use the file-naming conventions included in Appendix C: Site Visit Documents. This will facilitate the site visit team’s task of reviewing the documents.  
APPROXIMATELY THREE WEEKS PRIOR TO THE VISIT
· Begin assembling a representative group for each focus group through an open invitation. See Appendix D: Focus Groups for further instructions. 
· Identify private locations for conducting each focus group and, if feasible, a separate private location where the site visit team may work throughout the day. 
· Work with the site visit team leader and the school community, including the board of trustees, to determine the schedule for the visit. This may take several iterations to complete. The schedule needs to be finalized with the team leader at least one week prior to the visit.

TWO WEEKS PRIOR TO THE VISIT
· Confirm participants for focus groups. If any participants need accommodations to fully participate in the focus group (e.g., translation, printed questions), work with the site visit team leader as needed to arrange for these accommodations. 
· As applicable, arrange coverage (as needed) for school staff members who participate in focus groups.
· As applicable, ensure a point person is available to support stakeholders participating in virtual focus groups. 
· Share the list of focus group attendees with the site visit team leader.

APPROXIMATELY ONE WEEK PRIOR TO THE VISIT
· Speak with the site visit team leader by telephone to review and finalize logistics for the visit, the site visit schedule, the list of focus group attendees, and the classroom observation form (if applicable). 

THE DAY BEFORE THE SITE VISIT
· Distribute the site visit schedule to the school community.
· For classroom observations, if teachers typically create lesson plans, ask them to make a copy of each lesson plan and other lesson materials to share with site visitors.
· Determine who will attend the site visit team’s exit meeting with the school leader. Invite those individuals to attend. (Please note: Only the school leader is required. If additional staff members attend, it is typically not more than one or two.)

DURING THE VISIT
· Reserve a dedicated space for the site visit team to meet privately throughout the day.
· Ensure that all focus group attendees (especially students and family members) are present for the start of each focus group and the focus group rooms remain private.
· Be available to the site visit team for morning preparations, a focus group, and any necessary follow-up. Assist the team in obtaining any additional information, documents, data, or interviews with school staff. 
· Bring concerns and questions to the attention of the team leader as they arise.
· Attend an exit meeting with the site visit team to hear the team’s summary and next steps in the site visit and/or renewal process.

AFTER THE VISIT
· Provide additional information to the site visit team leader as needed.
· Work with the school’s leadership team to review and provide factual corrections, or other feedback, on any written summary, if provided.
· Share any written communication related to the site visit and/or renewal with appropriate members of the school community. 








































Appendix B: Sample Schedule

This appendix includes a sample schedule for the site visit team’s work at the school. The schedules illustrate the types of activities that occur during a typical site visit. The actual schedule will be developed by the site visit team leader in consultation with the school. Each team may include fewer or more members than what is represented on the sample schedules. 

As indicated in Appendix D: Focus Groups, focus groups are typically an hour in length, but the site visit team leader may schedule longer or shorter meetings depending on several factors. For example, focus groups with school leaders/administrators may be extended to 90 minutes, while 30 minutes or 45 minutes may be enough for some focus groups. The site visit team leader should review the list of questions for each focus group and determine an appropriate amount of time. Additionally, the number of team members, length of time, and number of focus groups and document reviews will likely vary should there be multiple campuses or grade spans requiring more team members and/or more days.

	Time
	[Team Member 1]
	[Team Member 2]
	[Team Member 3]

	7:00-7:30
	Team Meeting

	7:30-8:00
	Meeting with School Leader

	8:00-9:00
	Board of Trustees Focus Group
	Classroom Observations

	9:00-10:00
	Classroom Observations

	10:00-11:00
	Classroom Observations
	  Document Review
	 Document Review

	11:00-12:00
	Classroom Observations
	Teachers Focus Group

	12:00-1:00
	Lunch/Document Review

	1:00-2:00
	Students Focus Group
	Classroom Observations
	Students Focus Group

	2:00-3:00
	School Leaders/Administrators Focus Group 
	Classroom Observations

	3:00-4:30
	Document Review and Team Moderation

	4:30-4:45
	Exit Meeting with School Leader















Appendix C: Site Visit Documents

All the documents that schools may be asked to provide for the site visit are listed and described in this appendix. The list includes documents the school may be asked to provide in advance of the visit as well as documents/sample files the site visit team will review on-site during the visit. All documents submitted before the visit must be submitted electronically. It is important for schools to submit all the requested documents in a timely manner and for schools to use the file-naming conventions provided for each document. This will facilitate the site visit team’s task of reviewing the documents.

	Documents Before the Visit

	Naming Convention
[SI] = School Initials

	Description

	[SI] School Map
	A school map, with corresponding teacher room assignments or marked with teacher names and showing the location of special education and ESL instructional spaces.

	[SI] Class Schedule
	An easily readable, editable (Word or Excel format), and easily printable class schedule for the day of the visit that clearly indicates the following for all classes: 
· Teacher
· Subject
· Time
· Location (room assignments). 
· Please identify on the schedule which classes are SPED and ESL.

	[SI] Preferred Schedule
	The school’s preferred times for site visit components. 

	[SI] List of FG Attendees
	A list of focus group attendees. Focus groups (including student and family focus groups) should be assembled using a process that begins with an open invitation. Focus groups should not include more than 10 participants, should include a range of participants, and, except for the school leaders/administrators focus group, supervisors should not be in the same groups as supervisees. 

	[SI] Staff Roster
	A copy of the school’s staff roster that includes each staff member’s name and job title or role. In addition, please clearly indicate on the roster: 
· Staff members who have been at the school one year or less.
· Staff members who provide ESL services.
· Staff members who provide special education services.

	[SI] Classroom Observation Form
	A version of the School District’s classroom observation form, found in Appendix E, that includes information specific to the school. Please submit in Word format. 

	[SI] Aggregated Survey Results
	Aggregated results of the most recent family, teacher, and student surveys conducted. For each survey, please indicate: 
· when the survey was conducted
· the number of surveys administered
· the number of responses received

	Documents During the Visit

	No Naming Convention
	Description

	Lesson Plans 
	If teachers at the school are typically expected to prepare lesson plans, one copy of the lesson plan for each class occurring on the day of the visit should be printed and made available to members of the site visit team to reference when they conduct classroom observations. 

	Curriculum
	The School District will identify whether a curriculum review is necessary prior to the visit based on the age of the school, the school’s status, and a review of the school’s student academic performance. If a curriculum review is required, the school will need to make curriculum documents available to the School District through an online platform or via hard copy onsite.

	Staffing files (checks and clearances)
	The site visit team should have access to staffing files to assess valid checks and clearances, including PA Criminal Records Check, PA Child Abuse History Clearance, and Federal Criminal History Record Information (CHRI).

	Expulsion records
	For any students recommended for and/or expelled during the charter term, the site visit team would like to review all associated paperwork, including communications to the family, hearing evidence, board decision making, and appeal rights.

	Student enrollment records
	The site visit team should have access to documents that students submit as part of the admissions and enrollment process, including completed application, proof of age and address, immunizations, home language survey, parent registration statement, and any other documents provided as part of the enrollment.

	IEP/504 files
	Based on when the charter school’s last cyclical monitoring occurred, the School District may seek to review a sample of IEP/504 files to assess compliance and monitoring.

	English learner files
	The site visit team should have access to English learner files to review a records sample for identification, programming, testing, and exiting practices.

	Student health files
	The site visit team should have access to student health files to review a records sample for required exams and screenings in accordance with Chapter 23.




Appendix D: Focus Groups

A range of focus groups will be scheduled for the site visit. Following is a complete list of the focus groups that may be conducted during the site visit. When the School District notifies each school of the scope of the site visit, the school is provided with a list of the specific focus groups that will be held. 

It is the school’s responsibility to gather a representative group from each category through an open invitation, and to inform each participant of the time and place of the meeting. Focus group composition should not include more than 10 individuals. Additionally, it is not necessary for individuals to attend multiple focus groups. Please note: Stakeholders other than those identified in these focus groups, such as external stakeholders or school partners, should not be interviewed. 

Focus groups are typically an hour in length but may be longer or shorter depending on several factors. If the scope of the site visit is expanded, if the school has a larger number of key design elements, and/or if the school is operated by an education management organization, it may take up to 90 minutes to gather all the evidence needed, particularly from school leaders/administrators. The list of questions for some focus groups is more targeted, however, and so only 30 minutes or 45 minutes may be needed. The site visit team leader should review the list of questions for each focus group and determine an appropriate amount of time. 
The School District expects that each participant is present for the entirety of the meeting and is given complete freedom to speak regarding their knowledge of and experience at the school, with no limits or repercussions imposed.

	Focus Groups 
	Description

	Board of Trustees
	This meeting can take place at the school during the visit or virtually close to the site visit date. The school leader, even if they serve on the board, may not attend this meeting. 

	Network Administrators 
(if applicable)
	If the school is part of a network or if the school has multiple campuses, the site visit schedule may include an interview with administrators whose responsibilities span the network/multiple campuses. Administrators responsible for the academic program and operation of the network/multiple campuses should attend this meeting. 

	School Leaders/ Administrators
	The school leader and other administrators who are directly and primarily responsible for the academic program and the operation of the school should attend this meeting. Administrators of the school’s special education and English language education programs should participate as well. During the visit, the team may request additional meeting times with one or more administrators for additional inquiry or clarification. 

	Teachers
	All teachers should be offered the opportunity to participate. The focus group should include special education teachers and ESL teachers. The focus group should also include teachers of courses specifically associated with the school’s mission and/or key design elements and contain a representative sample of teachers in terms of their experience, years at the school, subject, and grade level. This focus group should also reflect the demographic composition of teachers employed by the school. Administrators and/or teachers who are directly responsible for supervising/evaluating other teachers in the focus group may not be present at this meeting. 

	Students
	Student focus groups should include only students in Grade 4 and above. All students should be offered the opportunity to participate. The focus group should represent a variety of ages, grade levels, abilities, and time spent at the school. This focus group should also reflect the demographic composition of the student body.  

	Families
	All families should be offered the opportunity to participate. This focus group should include parents or guardians whose children represent a variety of ages, grade levels, abilities, and time spent at the school, and, if possible, parents/guardians of students with disabilities and students who are English learners. This focus group should also reflect the demographic composition of the student body.  

	Student and Family Support Services Staff
	This focus group should include student support services staff including but not limited to: family support and outreach staff, guidance and counseling staff, dean(s) of students, social worker(s), school psychologist, nurse, a crisis management team member, discipline coordinator, and/or community services liaison, if applicable. Administrators and/or staff members who are directly responsible for supervising/evaluating other staff members in the focus group may not be present at this meeting.













Appendix E: Classroom Observation Form
 
School Name: 
Date: 
Observer Name: 
 
School Instructions: The information provided in this form will guide site visit team members as they collect and assess evidence related to classroom instruction and school culture and climate. In the highlighted sections of the form, please add information that is specific to your school. Include only what you would expect site visit team members to be able to observe in most or all classrooms during a 15-20 minute visit. 
 
	  Subject/Class Type:
	 
	  Observation Start Time:
	 

	  Grade:
	 
	  Observation End Time:
	 


 
	Mission and Key Design Elements in Classrooms
	Describe evidence related to the school’s mission and implementation of key design elements.

	What will site visitors observe in classrooms related to the school’s mission and key design elements?
§   
§   
§   
	

	
	
	
	
	

	Supports for All Learners: Instructional practices address the strengths and needs of all students, across all subgroups.

	Expected Practices/Strategies
	Describe observed supports for all learners. 
	Rating

	§  Instruction, materials, and assessments are adapted to support/challenge all learners
§  Classroom staff and additional resources support diverse learning needs of students, including SPED and EL
 
List key practices teachers are expected to use to meet the academic needs of all students.
§   
§   

 
Examples of supports for all learners: Groupings, modalities, ratio of student voice, curricula, different types and amount of work, support and reference materials, technology, extension activities, seating arrangements, language objective, presentation of materials, previewing/connecting information to prior knowledge, multiple ways to show understanding, etc. 
	Number of students
	
	Number of adults
	
	Exceeds
 
Meets
 
Partially Meets
 
Falls Far Below

	
	
















	

	
	
	
	
	
	
	
	



	Instructional Practices: Instructional practices are aligned with the school’s common understanding of high-quality instruction.

	Expected Common Practices
	Describe the implementation of the common instructional practices.
	Rating

	List school-wide common instructional practices.
§   
§   
	






	Exceeds
 
Meets
 
Partially Meets
 
Falls Far Below

	High Expectations: Instructional practices are based on high expectations for all students.

	Instructional Practices Based on High Expectations
	Describe observed instructional practices that either reflect or do not reflect high expectations.
	Rating

	§  Teacher clearly communicates high standards for student work, effort, and behavior. 
§  Teacher consistently reinforces the expectation that all students can meet high standards through effective effort, rather than innate ability.
 
Examples: 
Type of task, teacher corrections, teacher questioning techniques, depth and quality of work/responses, higher order thinking, academic vocabulary, students taking academic risks, students challenging themselves to learn, self-assessment, revision opportunities, evidence is used to support claims, student participation expectations, students apply information to new situations, create original work
 
	 
	Exceeds
 
Meets
 
Partially Meets
 
Falls Far Below

	Cultural Proficiency: Instructional practices reflect cultural proficiency.

	Expected Indicators/Practices
	Describe observed instructional practices that either reflect or do not reflect cultural proficiency.

	§  Teacher actively creates and maintains an environment in which teachers and students demonstrate respect for and affirm their own and others’ differences related to background, identity, language, strengths, and challenges.
§  Teachers and students respond appropriately if/when conflicts or misunderstandings arise related to differences. 
 
List key examples of instructional practices that reflect cultural proficiency.
§   
§   
§   
 
	 


 
 
 











	Student Engagement: Instruction fosters student engagement.

	Expected Indicator/Strategies
	Describe observed instructional practices that are used to motivate and engage students (if any).
	Rating

	§  Teacher consistently uses instructional practices that are likely to motivate and engage most students in the content of the lesson.
 
Percentage of students that appear to be on task and/or participating during most/all of the lesson.
□  Less than 25%                 □  25%  to 75% 
□  75% to 99%     	              □  100% 
	













	Exceeds
 
Meets
 
Partially Meets
 
Falls Far Below

	Learning Environment: Classroom environment is conducive to learning.

	Expected Indicators/Practices
	Describe evidence that supports how the classroom is or is not conducive to learning. 
	Rating

	§  Teacher uses rituals, routines, and appropriate responses that create and maintain a safe physical and intellectual environment where students take academic risks and most behaviors that interfere with learning are prevented. 
§  Teacher develops students’ relationships and communication skills by providing opportunities for students to learn in groups with diverse peers and facilitating meaningful academic discourse.
§  Teacher regularly creates learning experiences that guide students to identify their strengths, interests, and needs; problem-solve; ask for support when appropriate; take academic risks; and challenge themselves to learn.
 
List key elements of the school’s climate and culture system that would be visible to site visitors.
§   
§   
§   
 
 
	 
	Exceeds
 
Meets
 
Partially Meets
 
Falls Far Below
 

	Notes on Instruction

	Part of class observed
	beginning     	middle           end

	What are the teacher(s) and students doing?
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