
ACCREDITATION VISITATION GUIDE




Prior to the Actual Site Visit


Chairperson Action Items

Contact the School Principal
· Within a week of receiving information from the FCCAP office, contact the principal introducing yourself and exchanging contact information.
· Six weeks prior to the visit, hold a virtual meeting with school leadership to discuss the schedule, lodging, meals, etc.

Contact the Diocesan Accreditation Coordinator
· Six weeks prior to the visit, contact the diocesan accreditation coordinator to discuss their participation in the visit and any diocesan concerns or feedback

Contact Team Members
· Within a week of receiving the information from the FCCAP office, contact the team members, introducing yourself and exchanging contact information.
· One month prior to the visit, share the draft schedule, assign domain(s), determine any logistic or dietary needs

----------


Visitation Team Specific Orientation
Each visitation team will participate in a virtual orientation with the FCCAP staff approximately one month before the accreditation visitation. This will be scheduled by the FCCAP staff.

----------


Continuous Improvement Process for Accreditation & Visitation Team Response
Stage I: Purgative/Reflective
The first stage was a review of the mission, current practice, and future vision. As part of this stage, the staff participated in a mini-retreat or reflection, foundational statement review and renewal, and domain reviews. Domains were explored. School history, accreditation action plans, previous recommendations, and strategic plans were reviewed. School specific anchor charts were created.
 
Team Member Action Item: Prior to the site visit, review and note 3 to 5 Key Takeaways and overall impressions and questions regarding the following documents in the School Forms section of Accreditrac.
· Steering Committee Retreat Reflection Responses
· Mission, Vision, and Philosophy Anchor Charts
· Mission, Vision, and/or Philosophy Changes, if any
· Domain Anchor Charts
· Survey Results
Complete the form and submit it to the visitation chairperson at least one week prior to the site visit.

Stage II: Illuminate/Examine
The second stage was a time to delve into the details of each domain and current practice. As part of this stage, the staff worked in domain committees. All of the available resources were used to provide a clear understanding of each benchmark. Evidence was collected, surveys and data were analyzed, stories were written, and benchmarks were rated. The work was compared to the domain anchor charts and new summaries were completed.

Chairperson Action Item: Assign domain(s) to each team member for a full review.

Team Member Action Item: Prior to the site visit, review the work on Accreditrac overall. Review assigned domain(s) in detail.
· All Domain Summaries (in School Forms)
· Assigned rubrics: ratings, comments, and evidence; noting any questions or comments
Complete the domain assignment form and submit it to the visitation chairperson at least one week prior to the site visit.

Stage III: Unitive/Plan
The third stage was the conclusion of the self-study, forming a plan. As part of this stage, the staff participated in a mini-retreat or reflection, a review session, and an action plan session. A brief summary was written. The action plan was created. The sum of the CIPA work was reviewed with the diocesan accreditation coordinator and then submitted.

Team Member Action Item: Prior to the site visit, review the action plan, noting any questions or comments. Complete the action plan form and submit it to the visitation chairperson at least one week prior to the site visit.

----------


First Visitation Team Meeting
The chairperson will meet with his or her team the afternoon and evening prior to the site visit. A brief school tour may be scheduled that afternoon. There will be a working dinner and meeting:
· Logistics review (schedule, arrival at the school, assignments, etc.)
· Discussion of Stage I findings (takeaways, impressions, one words)
· Any feedback for the school regarding the mission, vision, and philosophy
· Discussion of Stage II findings and next steps during the site visit
· Any evidence needed, questions to ask, things to observe
· Discussion of Stage III findings and next steps during the site visit
· Are goals appropriate, give direction, SMART format; questions to ask




During the Site Visit

Meetings with Stakeholders
· Meet with small group of parents (6-8 total)
· Meet with small group of students (2 each from grades 5-12)
· Talk to at least 5 students at random
· Meet with pastor
· Meet with leadership
· Meet with all faculty
· Meet with 5 random individual staff/faculty members
Possible questions are provided. Group meetings should be completed by at least two visitation team members. Individual meetings with random students and staff may be completed by individual team members. After the meetings, the visitation team meets to discuss impressions, noting key phrases and “one word” responses.


Classroom Observations
All classrooms are observed by at least one team member. The observation tool is used. After the observations, the visitation team meets to review the observations results from the etool, discuss impressions, noting key phrases and any new “one words” and feedback to share.


Reviewing All Evidence and Validating Benchmarks
As a team, review each benchmark, agreeing on the rating. Domain reviews are led by the assigned team member. Provide any necessary feedback, validations, and/or recommendations in the comment boxes. The team may ask for specific evidence, as needed. Do not spend unnecessary time searching for evidence. Rate the benchmarks based on evidence provided, observations, and conversations. Ensure an explanation is written in comment boxes for any benchmarks the team rated differently than the school.


Reviewing the Action Plan
Based on the sum of the review and site visit, determine if the goals are appropriate to the school and give direction for the next three years. Note any validations and/or recommendations to include in the report.


Final Review of the Mission, Vision, and Philosophy Statements
Based on the sum of the review and site visit, discuss any validations and/or recommendations. Note these in the report.


Validation of Strengths
Discuss the strengths of the school, noting them in the report. What did the school do well in the continuous improvement process for accreditation? What are the strengths in the standards? What did you observe and hear?



Recommendations
Based on the full visit, note recommendations in the summary report. Include items that need immediate attention, as well as changes that should be made based on the standards and best practices and items that are opportunities for growth. 
Immediate Attention: any safety or scholarship compliance areas that must be addressed this school year
Recommendations: practice or procedural recommendations based on accreditation standards and Catholic educational best practices that the school should definitely review/implement in the coming three years
Opportunities for Growth: practice or procedural suggestions based on standards and Catholic educational best practices that the school should consider, but is a lower priority


Summary of the Visit
Meet with the superintendent or designee in the early afternoon of day 2. During that meeting discuss the highlights of the visit, including but not limited to:
· Overall impressions of the school
· Recommendations
· Benchmarks with a different rating
· Action Plan comments

Chairperson Action Item: Complete the slide deck template for the summary meeting with the full staff (the template is a separate document from this guide). This should be held after school on day 2 of the visit.

· One Word Listing
· Key Phrases (heard, seen, impressions)
· MVP Feedback
· Classroom observations comments
· Validated strengths
· Benchmarks with different ratings
· Action Plan comments
· Recommendations

Chairperson Action Item: Complete the visit summary report template.

Chairperson Action Item: Ensure the stipend / reimbursement form is completed by each team member and submitted to the principal by the end of day 1 or beginning of day 2.

Chairperson Action Item: Ensure all work on Accreditrac is completed within one week of the visitation. Submit the slide deck in PowerPoint format and the summary report in Word format to the FCC Accreditation Office within two weeks of the visitation.




FORMS AND RESOURCES


Draft Schedule

Day Before the Site Visit
4 p.m.		Team arrives at school; brief tour
		Team checks in at the hotel

6 p.m.		Team meetings and working dinner

Day 1
7:30 a.m.	Team arrives at school (drive together from the hotel)
		Meet with staff (introduction of team and prayer)
		Team meeting
		Meet with leadership

8:30		Classroom observations; review of evidence; individual meetings

10:30		Meet with pastor

11:00		Classroom observations; review of evidence; individual meetings

Noon		Team work session and lunch

12:45 p.m.	Meet with students

1:30		Classroom observations; review of evidence; individual meetings

2:30		Team work session

3:30		Meet with faculty and staff

4:30		Depart school

6:00		Team dinner and work session


Day 2
7:30 a.m.	Arrive at school
		Meet with parents

8:30		Team meeting
Classroom observations; review of evidence; individual meetings

10:30		Team work session 

Noon		Team work session and lunch

1 p.m.		Meet with superintendent or designee

1:30		Meet with steering committee

		Team work session

3:30		Exit report







Possible Questions for Stakeholder Meetings

Parents
· Why did you choose this school and/or why do you continue to choose this school?
· What do you know about the mission of the school? Vision? Philosophy of Education?
· What makes this school Catholic?
· How are you supported as a parent?
· How do you know what is happening in the classrooms? In the school overall?
· If you could change anything at all about the school, what would that be?
· When you think of your school, what one word comes to mind? (Chairperson Action Item: could give each participant a post-it note on which to write their one word before asking them to share)


Students
· What makes this a Catholic school?
· If you had a friend that didn’t attend this school, what would you tell them is the best reason they should attend?
· What do you know about the mission statement?
· What do your teachers do when you don’t understand something?
· Describe how you use technology at school.
· Do you ever work with other students during class? (Have them expand on this: when, how, why, etc.)
· If you could change anything at all about the school, what would that be?
· When you think of your school, what one word comes to mind? (Chairperson Action Item: could give each participant a post-it note on which to write their one word before asking them to share)


Pastor
· How long have you been at this parish?
· What is your involvement with the school?
· What makes this a Catholic school?
· How and when do you interact with the principal?
· When you think of your school, what one word comes to mind? 
· 


Leadership
· Why did you choose to work here and/or why do you continue to choose to work here?
· How do you (personally) use the mission statement?
· What is the vision for the school?
· How are faculty and staff supported?
· How are parents supported?
· How is faith integrated into the life of the school?
· How does the administration use data?
· If you could change anything at all about the school, what would that be?
· When you think of your school, what one word comes to mind? 

Full faculty
· Why did you choose to work here and/or why do you continue to choose to work here?
· What makes this a Catholic school?
· How do you integrate the faith into What curriculum standards are used? How are they used?
· What data is used? How is it used?
· How do you collaborate as a faculty? As a school community?
· How are you supported professionally? Spiritually?
· If you could change anything at all about the school, what would that be?
· When you think of your school, what one word comes to mind? (Chairperson Action Item: could give each participant a post-it note on which to write their one word before asking them to share)


Individual students
· What is the best thing about your school?
· What would you change about your school?
· What one word describes your school?


Individual faculty or staff members
· How were you involved in the self-study and accreditation process?
· What is the best thing about your school?
· What would you change about your school?
· What one word describes your school?



Classroom Observations

1. School Name
2. Teacher observed 
3. Grade level observed
4. Subject(s) observed
5. The mission statement is highly visible (1.4): Not observed; Had to search for the mission statement, but found it; Noticed the mission statement wile scanning the room; Mission statement is very prominent
6. Catholic culture is visible in the form of symbols (crucifix, statutes, sacramentals, etc.) (2.6): Not observed; There is a crucifix, but had to search for any other symbols; This classroom could only exist in a Catholic school; The Catholic faith is integrated throughout the classroom display

The following observation points will be rated as not observed, partially evident (less than half of the students), evident (at least half of the students), or very evident (almost all of the students):

7. Students experience religion or Catholic identity in all classes/subjects (7.2)
8. Students are involved in a rigorous curriculum (2.4 and 7.1)
9. Students are active participants in their learning and assessment (2.4 and 7.1)
10. Students have opportunities for reflection (7.3)
11. Students are asked about their individual progress/learning/understanding or students demonstrate/verbalize their understanding (7.3)
12. Students have the opportunity to revise or improve their work (7.3)
13. Students use technology and digital tools to communicate or work collaboratively (7.4)
14. Students use technology and digital tools to create or publish or and/or complete/submit assignments (7.4)
15. Students use technology and digital tools to gather, evaluate, critique, and/or use information or to research (7.4)
16. Students demonstrate curiosity or have the opportunity to be imaginative or analyze information (7.5)
17. Students listen with understanding and are persistent (stick with the task at hand) (7.5)
18. Students communicate with clarity and precision (7.5)
19. Students are provided additional/alternative instruction at appropriate level of challenge (7.6)
20. Students have a choice in their learning (7.6)
21. Students participate in projects or have the opportunity to work with others (7.6)
22. Exit maps are prominent and well-marked (14.4)
23. Students could quickly and easily evacuate the classroom (safe clutter free floors) (14.4)
24. Optional comments or notes
25. Date and Time of the observation
26. Name of the Observer


(The link to the Survey Monkey tool will be sent to the team prior to the visit.)


Stage I Key Takeaways and Impressions

School:

Visitor:

List 3-5 Key Takeaways overall from the review of
· Steering Committee Retreat Reflection Responses
· Mission, Vision, and Philosophy Anchor Charts
· Mission, Vision, and/or Philosophy Changes, if any
· Domain Anchor Charts: Mission & Catholic Identity
· Domain Anchor Charts: Governance & Leadership
· Domain Anchor Charts: Academic Excellence
· Domain Anchor Charts: Operational Vitality
· Domain Anchor Charts: Early Education Program
· Domain Anchor Charts: STREAM
· Survey Results







Overall Impressions of the School and Questions






What one word do you think of regarding this school?




Stage II Assigned Domain Work

School:

Visitor:

Assigned Domain:


After reviewing the ratings, evidence, and comments:

· Questions for the school or the visiting team





· Evidence you would like to see






· General thoughts or impressions













· What one word do you think of regarding this school?




Stage III Action Plan Review

School:

Visitor:

Ideas to consider:
How do the goals advance the mission of the school?
How do the goal impact the growth and development of the students?
How are the goals related to the Key Summary Points or Domain Summaries?
Looking specifically at the wording, is the goal easily understood? Give direction for the future? Measurable? 

Questions/Comments regarding the goals:








Questions/comments regarding the tasks:


Visitation Summary Report

School

Date

Team Members


Mission, Vision, and Philosophy

· Key Phrases: What did the team witness, read, hear, see, experience at this school? In the work on Accreditrac? Through observations and conversations?

· One Word: Include all the words collected throughout the review and visitation

· MVP Validation/Recommendations: based on the full review and site visit, what validations and/or recommendations or comments does the team have?

Classroom Observations (brief summary and feedback)

Benchmarks with a Different Rating (list the benchmarks and explain why the rating is different)

Action Plan (any validations, recommendations, and comments)

Validated Strengths (what has the school done that deserves note)

Recommendations
Immediate Attention: any safety or scholarship compliance areas that must be addressed this school year

Recommendations: practice or procedural recommendations based on accreditation standards and Catholic educational best practices that the school should definitely review/implement in the coming three years

Opportunities for Growth: practice or procedural suggestions based on standards and Catholic educational best practices that the school should consider, but is a lower priority




[bookmark: _Toc75936933][bookmark: _Toc141434028]Stipends and Travel Reimbursement
[bookmark: _Hlk75950893]
The school reimburses the visitation team members for any travel and lodging expenses incurred. The automobile mileage reimbursement rate is $0.70/mile. Airline flight mileage reimbursement is available if it is a more reasonable way to travel. The school gives each team member an honorarium of $175 and the chairperson $350.  Each team member completes a voucher form during the visitation and the school gives them a check before they leave. (Team members and chairpersons do not have to complete W-9s, as they do not meet the $600 threshold.)


[bookmark: _Toc75936934][bookmark: _Toc75944726][bookmark: _Toc141434029]Florida Catholic Conference
[bookmark: _Toc75936935][bookmark: _Toc141434030]Voucher Form for Visitation Chairperson and Team Members

NAME  								

DATE  									

SCHOOL VISITED  							


TRAVEL	
CAR    									 (total miles traveled) 

PLANE   								 


MEALS  								 (Submit receipts)

HONORARIUM (In addition to reimbursement for travel, lodging, and meals, the school provides an honorarium to each team member as follows.)

Chairperson: $350.00
Team Member: $175.00





(Signature of Team Member) 
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