ADDENDUM B
Checklist of Visiting Team Needs

It will be greatly appreciated if the administrator of the school to be visited will:

___1. Arrange for hospitality for the visiting team.
___2. Provide for team meals and coffee breaks.
___3. Introduce the team to the pastor and other staff people.
___4. Provide a building floor plan illustrating classroom locations.
___5. Provide a private conference room for the team with adequate workspace.
___6. Provide the following equipment and supplies in the conference room:

correction tape 
paper clips 
tables and chairs

dictionary 
pencils 
computers and related materials

erasers

pens 
wastebasket

“legal pads” 
Scotch tape 
“post it” notes

name tags
staplers
___7. In addition to required exhibits, make the following materials available to the team:

• 
faculty newsletters

• 
parent newsletters

• 
school newspapers, programs for plays, programs, and musicals.

• 
textbook lists and copies of learning materials currently being used

• 
complete school inventory of technology and audiovisual materials and 


equipment

• 
personnel data sheets

• 
descriptions of special projects and programs current in the school 


(remedial, gifted, library, childcare, etc.)

• 
follow-up material relative to previous students

• 
any questionnaires completed by parents, clergy, students, custodians, 


secretaries, and food services

• 
student government constitution, if applicable

• 
exhibits of student work

• 
samples of school forms

• 
multiple copies of Addendum D, Expense Voucher
___8. Offer to arrange assistance with word processing needs.
___9. Plan for a staff meeting with the visiting team at the time indicated in the selected 

         schedule.
