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First Year Site Visit Template
[Insert Name of School]

[Insert Date of Visit]

CSD Team Members:  [Insert Names]

Charter School Staff Present: [Insert Names]
Charter Schools Division

New Mexico Public Education Department

CNM Workforce Training Center

5600 Eagle Rock Avenue, Room 227

Albuquerque, NM 87113

(505) 222-4762
PURPOSE & PROTOCOL
The Charter Schools Division (CSD) shall conduct a site visit of every state-chartered charter school during the first year of a school’s operation, and may conduct visits at other times when deemed necessary by the Division. The first year site visit is focused on how the school is implementing the new charter that the school received.  The Division staff will seek documentary evidence that the school is complying with any conditions set by the Public Education Commission (PEC) and if the school has corrected any findings identified by the Division staff during the approval process.   
Each site visit team is comprised of Division staff who shall follow this common protocol: 

· The CSD liaison for the school will lead the site visit team.  
· Prior to the visit, the team leader will prepare an agenda and provide the school with the First Year Site Visit Template.  
· The team leader will facilitate the conversation, opening with questions asked of all schools.  Questioning may then become more specific and tailored to the specific school context.  Whenever possible, the team leader will guide the school’s representatives to respond by reference to specific evidence and data.  
· The school must provide the site visit team with any documents which reflect changes in the policies and other terms of the charter which have been made since the approval of the charter.  
· The site visit team will also verify that the school has on file and is implementing required Public Education Department policies. 
· After the visit, the team will prepare and send to the school a written report.    

This First Year Site Visit Template consists of three sections.  
The first section requires the school to complete information from the school’s charter regarding implementation of the school’s mission, goals and objectives.  
In the second section, the school is asked to respond to a variety of questions designed to cause the administration to consider if the school has completed or considered issues which will be a part of the annual self-reports to CSD.  The areas covered in this section will also help the school administration be prepared for the renewal site visit which will occur in the school’s fifth year of operation.  
The third and final section sets forth the information and documents the school should have available for the site visit team to review during its visit to the school. 
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FIRST YEAR SITE VISIT TEMPLATE

A.
Mission Statement: 

B.
School Goals, Objectives, and Student Performance Expectations as stated in the Charter Application (add numbers, if necessary)
1)

2)

3)

C.
CONDITIONS SET BY THE PUBLIC EDUCATION COMMISSION (PEC) or findings made by the Charter Schools Division in the case of renewal:
The school must list any conditions set by the PEC when the charter was approved and what actions the school has taken to comply with the conditions.
The school must list any findings made by the Charter Schools Division when the charter was renewed and what actions the school has taken to correct the findings. 


	Academic Goals
	YES
	NO

	Does the school have measurable student-centered academic goals?
	
	

	Curriculum
	YES
	NO

	Is there a written curriculum in place for every course/content area offered?
	
	

	Is the curriculum aligned to the appropriate NM Standards with Benchmarks for the subject area?
	
	

	Assessment
	YES
	NO

	Has the school incorporated Short Cycle Assessments into its instructional plans?
	
	

	Has the school designated an Assessment Coordinator?
	
	

	Does the school have a Student Assistance Team  process?
	
	

	Are strategies in place to see that students with special needs, those at-risk of failure, and those not making reasonable progress are meeting, or are being given opportunities and reasonable accommodations to meet, the academic goals?
	
	

	Instructional Materials, Library Services and Technology
	YES
	NO

	Does the school maintain an inventory of instructional materials?
	
	

	Has the school provided students with Library Services?
	
	

	Does the school have an approved technology plan?
	
	

	Special Education, Bilingual and Student Support Services
	YES
	NO

	Has the school collected Home Language Surveys?
	
	

	Has the school tested students for English Language Proficiency using the PED approved test?
	
	

	Does the school provide Bilingual Services or other Alternative Language program Services (ESL, ELD)?
	
	

	Does the school offer a continuum of services for Special Education students in the least restrictive environment?
	
	

	Special Educ., Bilingual and Student Support Services (cont.)
	
	

	Does the school have current IEPs for every Special Education student?
	
	

	Does the school provide access to School Counseling Services?
	
	

	Does the school provide access to Nursing Services?
	
	

	School Management
	YES
	NO

	Does the school implement the lottery enrollment process?
	
	

	Are the date and procedures of the lottery advertised using more that one type of public media (e.g., a combination of print media, billboards, radio/TV, etc.)?
	
	

	Does the school have a system that uploads to STARS?
	
	

	Governance Council
	YES
	NO

	Are all Governance Council meetings advertised in advance?
	
	

	Does the agenda distinguish discussion items from action items?
	
	

	Do Governance Council Meeting minutes clearly document agenda items?
	
	

	Are the minutes available for public review?
	
	

	Staff Performance Evaluation
	YES
	NO

	Does the Governance Council have a written process and criteria to evaluate the administrator?
	
	

	Are all of the school’s classes taught by “highly qualified” staff?
	
	

	Have individual teachers’ Professional Development Plans been created?
	
	

	Is there a beginning teacher mentoring program in place?
	
	



A.
A document that lists current names, phone & fax numbers and e-mail of all 
licensed administrative staff 

	Names of Licensed Administrative Staff
	Position/Title
	Phone Number
	Fax Number
	Email address

	
	
	
	
	

	
	
	
	
	


B.
Mailing Address and Physical Location of the School; Grades levels offered; Number of Students and the Number of Teachers
	Mailing Address of the School


	Physical Location Of the School:



	Grade Levels Offered
	Number of Students


	Number of Teachers


C.
A list of governing body members, which identifies board officers, committee membership, and each member’s term on the board.
D.
A copy of the governing body’s minutes and notice of meetings for the previous three (3) meetings.

E.
Required PED policies for each of the following areas:
· Complaint Procedures
· Discipline Process (Student Handbook)
· Wellness 

· Tobacco-Free
· Bullying Prevention 
· Dual-Credit

· Parent Advisory Committee
· Grade change

· Safety Plans
· Distance Learning

· Compulsory Attendance
F.
Any documents which reflect changes in the policies or other terms of the charter which have been made since the approval of the charter.
G.
Any other documentation that speaks to the progress of the school during its first year of operation as a state-chartered charter school.
I. 


Prior to the arrival of the site visit team; this section should be completed by the school administration after reviewing the school’s charter and other appropriate documentation.





II. 


The following questions are designed to assist the school administration in the operation of the school and in preparing the school for renewal.





III.


The school should have available the following documents for the site visit team to review during the site visit.








FY22010


FY12010               School: __________________________________________________
            First Year Report (20___ - 20 ___)    

