To:  Captains of NLSA Standards Based Visiting Teams

Re:  Forms and information to be used on NLSA team visits
You as captain may choose to use all, some, or none of the enclosed information.
Each document is identified (along with its descriptor below) in the assumed order in which you will need them.

These documents all assume the use of 2010 Standards.

I have found that it works very well to have all reports done on computer and submitted to me electronically.  I also insist that everyone work on the same platform, such as all PC’s.  

The following descriptions are provided to help you use each of the files (identified accordingly) found on this page.  I wish you blessings as you use them and as you captain your visiting team.
Gather Information

Team Assignment:  You can customize this document in advance of sending it to your team members by inserting the name of the school you are visiting in the heading and your e-mail address in the very last text box at the bottom of the page.  Your team members hopefully should be able to follow the printed directions from there.
You will notice from the captain’s materials that Section V – Curriculum is no longer sub-divided into subject areas.  In reality you probably still want to make assignments for various subject areas (elementary and secondary only).  If you choose to just make a general Curriculum report, you will still have the collective input about the respective subject areas.  You may also choose to include a sub-report for each subject area.

Team Member Bio:  This is your tool for gathering biographical information from your team members.
You can either send this form to your team members in advance of the visit or provide it for them during the visit.  This information will need to be included with the final version of the Visiting Team Report.  

Pre-Visit Team Communication

Team Assignment & pre-visit letters:  These four documents are included as samples of how you may communicate information to your team members in advance of the on-site visit.  If you choose to use any or all of them, be sure to customize each of them for the school you are visiting.
Orientation PowerPoint
The first of these two downloads is a PowerPoint presentation of 43 slides which you may use to orient your team to the task ahead of them.  These were originally put together simply so that the captain would remember to share the things that needed to be shared.  Getting the entire team (Standards Based) on the same page sometimes can be a challenge with the diversity of the team.  Feel free to customize this presentation to meet your specific needs and desires.  What is here works for the author but may not work for you.

Explanatory notes are included with each slide on the notes part of the slide.  The notes have also been extracted and put together into one document (3b).  The notes are numbered to coordinate with the corresponding slide.
NOTE:  The name of the school is fictitious.  You may want to customize the presentation by changing each reference to a school name to the name of the school which you are visiting.  Or you can leave it as is.
Standards Report Templates

These templates are designed so that each team member’s writing will have a common look with standard margins, font, and appearance.  These templates are intended to be given to each team member at the start of your work.  Transferring the work electronically from each team member to you makes your work so much easier.  

Team editing can be done so simply and without paper by projecting each standard report and editing together as a group.  You, the captain, then can have a final edited copy on your computer immediately.

Some embedded information must also be verified by each person writing the report as well as the entire team.  That information is a positive response to the question “Are all the required indicators of success met?” and part B of that same section which contains the minimum number of points accumulated by the answers on the remaining indicators of success.  If either of these needs to be answered NO, the process is either halted or in dire jeopardy requiring “special handling.”

Indicators of Success

This tool, if you choose to use it, is intended to be used as a checklist by the entire team before you validate that the school has met the requirements.  This document is not submitted with any report, but is only useful as a team checklist.  Project this document on the screen and toggle through it as you insert the actual points accumulated for each standard.  In order for a school to be even considered for nomination for Exemplary Status, the General Indicators of Success must be met at an average of 90%.  This automatically tabulates and calculates for you in the bottom right cell as you enter the number of points that the school has earned.  Note that each of the four files in the Early Childhood format contains a different combination of elements included or not included.
VTR Report Forms
The four forms included in this grouping all need to be included as a part of the final Visiting Team Report.  
The Face Sheet is extremely helpful to the National Accreditation Commission as they do their work annually.  Please complete it carefully and completely.  You can toggle through the document (use tab or arrow keys) to complete it.  Please complete this form, save it, and submit it electronically when you send a copy of the Visiting Team Report to the district office.
The Team-School-DAC form is a checklist to help insure that every level is completely represented.  This form must also be included with each VTR and is completed first by the Visiting Team (VT) , then the School Administrator (SA), and finally by the District Accreditation Commission (DAC).  First insert the school and location before toggling through the form by using your mouse to “point and click” the appropriate boxes.  Save the file electronically and pass it along to the next person in line.  This form also gets attached to the information that the District Accreditation Commission sends to St. Louis. It is not a part of the Visiting Team Report that gets sent to the school.
The Foreword  and Limitations on Distribution are both included here, but may also be extracted by you from the manuals provided by NLSA.  Either way, they both need to be included in your final VTR.  NOTE:  It is critical on this document that you customize the school name before inserting it into the final report!
Captain’s Annual Evaluation
In the Minnesota South District it has been the practice to ask the captain of the visiting team to read the school’s annual report and give (dis)approval with comments back to the district office.  The district office will provide you with a copy of the annual report and a hard copy of this document to be returned.  You may choose to complete the hard copy or use this form and submit it back electronically.  The district office will remind you of this when they forward the current year’s annual report to you for review.  

