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Five-Year Review

Thank you for agreeing to serve an important role in the continuing accreditation process for one of our member institutions.  You have been asked to fill this role because of your experience and commitment to this process.  This document has been developed to provide you with guidance on preparing for a visit, conducting a visit, and completing the report upon its conclusion.

The Five-Year Review is the mechanism by which a member institution can renew its accreditation for a second five years within a ten-year cycle.  Less involved than a full accreditation self study and team visit, the Five-Year Review is meant to ensure a continuous improvement model, as well as an opportunity for the host institution to respond to recommendations made by the original Visiting Team.  The focus remains on accreditation standards.

Reviewers

In order to process the material provided by the institution and to interact with as many constituents of the institution as possible, Middle States has created a two person visit structure for Continuous School Improvement Five-Year Reviews.  Although one person may function as “lead” reviewer (due to experience or preference), it is the intention of MSA that the reviewers serve as equals.  Division of labor, decision-making regarding the schedule, and other responsibilities are shared by both reviewers.

The confirmation of your service as a Reviewer (and appropriate contact information) is not sent to the institution until CSS has received the Five-Year Renewal Report compiled by the institution.  As it is a vital piece to your final report, you will receive an electronic copy of their submission along with a copy of the confirmation of the two persons identified as Reviewers sent to the institution.  Once you have received the confirmation, contact the institution regarding setting up a mutually convenient date for the Review.  You may begin this procedure as soon as you receive the confirmation sheet.  Please establish the dates as soon as possible.  Once dates are established, please notify CSS of the scheduled dates.

Five-Year Visit

The visit itself will include an overnight stay.  The institution will make all arrangements for your stay.  Typically, the Reviewers meet for dinner or some other convenient time the evening prior to the visit in order to strategize for the following day.  A full day at the institution will be needed to interact with the community in a manner that will allow you to complete your report.

A sample schedule is provided in the Appendix of these guidelines.  You may wish to adjust this schedule based on the documentation you read in the Five-Year Renewal Report submitted by the institution.  In all cases, you should attempt to minimize the disruption to the regularly scheduled day of the host institution.  Adjust the schedule to align with the daily bell schedule, for instance.

The purpose of your visit is to validate the findings of the Five-Year Renewal Report submitted by the institution and to provide an external perspective to their work.  In order to validate their work, you will need to interact with as many constituents as possible during the day of the visit.  Although this visit can in no way approximate the interactions that happen during a full accreditation Visiting Team event, you will want to be able to report that the school continues to be in compliance with accreditation standards.  Recommendations provided by the original Visiting Team will guide you in the areas of concern.

You will also want to help the school validate progress made on its improvement plans, and ensure that new improvement plans are in place and aimed at areas of need identified by the institution.  Finally, you will want to make a recommendation to the Commission on Secondary Schools regarding continued accreditation for the institution.  

Reviewers’ Report

Prior to your scheduled visit, you will be provided with a copy of the report completed by the institution. When submitted to the Commission on Secondary Schools, your final written report of the visit and review will also include the report submitted by the institution.  Therefore, it is not necessary for you to alter or repeat, copy, or duplicate the information contained in the institution’s report unless it is essential to the content of your statements.  The role of the Reviewers is to contribute reflection and analysis on the data the institution has provided.  
In order to make the reports consistent in focus and format, a “boilerplate” has been prepared for you to follow.  Thus, your report will include a title page, table of contents, and an introduction to the process.  These introductory components are followed by the report you will complete regarding your visitation and analysis. Please follow the format provided and respond to each area and category according to the report that the institution completed and your observations during your visit.  The closing sections of the report include your accreditation recommendation, next steps, and a conclusion page.  A partial sample report is also included in the Appendix to assist you in preparing text for the various sections of the report.

CSS asks that you submit the final report no later than four weeks after the Review Visit.  Several entities need to review the document before an accreditation decision can be made by the Commission at one of its two annual meetings.  We appreciate your timeliness in completing this task.  The contact information for appropriate MSA staff is located in the Appendix of these guidelines.
COMPLETING THE REPORT AND THE PROVIDED “BOILERPLATE”
Title Page

The title page should be adjusted to reflect the institution, the actual date of the visit, and the key individuals involved with the visit, namely the Reviewers and the head of the institution.

Table of Contents

The table of contents should be adjusted to reflect the name of the institution and the appropriate page numbers for the indicated headings.  

Introduction

The introduction is primarily boilerplate text introducing Middle States Association and the Reflections on Standards of Quality protocol.  The ending paragraphs should be adjusted to reflect the individuals or groups that were met during the visit.
Body of Report

The report is divided into sections that parallel the in-depth report provided by the institution.  Each section has specific information, directions, and suggested content.  Please complete each section based on your on-site observations and analyses of the information provided by the school.
Accreditation Recommendation

This section should be adjusted to reflect the proper name of the institution, as well as the recommendation of the Reviewer Team regarding accreditation.  Options for accreditation are provided in red in the template.  Questions regarding the appropriate recommendation to make can be directed to the CSS office. 

Next Steps

The bulk of this section is boilerplate text.  The name of the institution will need to be added.

Conclusion

The conclusion is composed entirely by the Reviewers.  In it, you can reiterate points, congratulate the school on its accomplishments, and provide inspirational words to encourage further growth.  This section usually ranges in length from two paragraphs to a full page.

REVIEWERS’ REPORT OF THE RENEWAL VISIT

INSTRUCTIONS

This file has been compiled to guide you in creating a complete report that provides 

1) appropriate feedback to the school and

2) the necessary information to Middle States so the Commission can make educated accreditation decisions.

· The following pages contain “boilerplate” text (in BLACK) that can and should appear in all reports.  

· To help you write the remaining narrative, our suggestions have been placed in RED.  Please do not allow the suggestions to limit your writing.  Anything in red will be removed from the document before it is printed for the school.  

· Anything in GREEN should be replaced with the appropriate information from the school you visit.  

· The comprehensive report provided by the school and copied to you is REQUIRED and will be submitted to the Commission for action along with your final narrative report.  

Other suggestions:

· Please do not use a font larger than 12 point for the general text of the document.  We recommend using either Times Roman or Arial for the font type.

· Whenever you use the terms REF or Reflections on Standards of Quality, they should be italicized.

· Please be judicious in your use of bold, capitals and italics in the report.

· Because a Table of Contents is included, please number the pages of the report.  We prefer you use the program’s pagination feature to do this.  

· Please fully justify the document.
When you are finished:

· Either email the completed report, and attachments if necessary, to one of the Middle States staff members (preferred), or mail one printed copy along with an electronic version (floppy, CD, etc.) of the report to Middle States.  The submission of an electronic version of the report is required.  The final copy of the report will be sent to the school by our offices.

MIDDLE STATES ASSOCIATION OF

COLLEGES AND SCHOOLS

COMMISSION ON 

SECONDARY SCHOOLS
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INTRODUCTION

The Middle States Association of Colleges and Schools is a non-governmental, nonprofit, peer-administered organization of diverse educational institutions committed to the highest quality education for students.  Its purpose is to ensure the continuous improvement of its member schools through effective leadership, self-study, peer evaluation, accreditation, exemplary programs, and supportive services.  For more than 85 years, the Association has provided leadership in school improvement for its member schools in six states in the United States and the Caribbean and various regions overseas.

Continuous School Improvement (CSI) is a unique accreditation process that uses a reflective process of self examination and long range planning as vehicles for school improvement and growth.  The process, developed by the Commission on Secondary Schools (CSS), Middle States Association of Colleges and Schools, provides linkages between individual learning areas, the accreditation standards applied to all schools, and future needs of the school. CSI engages the school in a comprehensive examination and evaluation of every aspect of the school, including the community it serves, the institution’s underlying philosophical underpinnings, each area of the curriculum, and a variety of resources such as finances and facilities.  The twelve MSA standards demonstrate the critical role that inputs such as curriculum, instruction, assessment, school culture, facilities, and student services play in creating the conditions necessary to promote improved student performance and organizational improvement. 

The five-year visit and report is the construct by which schools can renew accreditation through a systematic review and presentation of progress without engaging in the comprehensive self study process that is applied once every ten years.  The five-year report gives the school the opportunity to “step back” and review its progress, make appropriate plans for the second half of the ten year cycle, share those findings with Middle States visitors, and gain insight from an external perspective through the feedback provided in this written report. 

The Middle States Five-Year Reviewers are professional educators appointed by the Commission on Secondary Schools to visit a school using the Continuous School Improvement process at the middle juncture of the ten-year cycle.  The purpose of the five-year review is found in five major areas. 

· It is the Reviewers’ responsibility to review the school’s continued maintenance and implementation of the MSA accreditation standards.  The Reviewers assess the progress made on recommendations made by the accreditation team that visited the school five years ago.  There is an expectation that the school will have made reasonable progress on these recommendations or can adequately articulate any obstacles to progress.  

· The Reviewers determine how well the school has responded to recommendations of the previous Visitation Team provided in each learning area originally surveyed by the school in its comprehensive self-study.  

· The Reviewers examine the progress made by the school on the initial improvement plans presented to the previous Visitation Team.  Middle States expects that the school will have implemented and adjusted action plans developed to reach the objectives set forth at the time of the visit.  The school is expected to show school growth through achievement of the goals.  

· The Reviewers assess the school’s latest Improvement Plans to judge the validity and clarity of the plans along with the level of commitment to implementation.  

· Finally, the Reviewers offer an accreditation recommendation to the Commission.

The visit took place during the course of a single academic day and allowed the school to demonstrate and share evidence of the information provided in the comprehensive five-year report that is included as part of this final written document.  The Reviewers interacted with as many of the school’s stakeholders as possible regarding their knowledge, understanding and support for the plan and to gain greater insight to the school’s ability to meet Middle States standards.  The groups interviewed included the Steering Committee, subcommittee chairs, the Academic Council, selected teachers, administration, and members of the central office staff.  This report of the findings of the Reviewers will be forwarded to the Commission on Secondary Schools which will make a decision on the renewal of the accreditation of Name of School.

Key to the ability of the Reviewers to accomplish their task in so brief a time is the thoroughness with which the five-year report is completed by the school and the extent to which the improvement plans are understood and endorsed by the general school community.  Name of School has enabled these Reviewers to be efficient and effective during their time at the site, and served as collegial hosts to fellow educators representing the Middle States Association.

Although the bulk of this section requires no additional text, you should carefully read the text to ensure that it reflects the type of school you encounter. 

CONTEXT OF THE INSTITUTION
In this section of the document, the school was to report on significant and important ways (if any) that the institution has changed in the last five years and any external and/or internal events and issues or trends that have had or will have an impact on the institution’s ability to achieve excellence in student performance during the next five years.  The school was also to report on how the school has and/or how the school plans to respond and attend to these events and trends.  
In the space below, please add your comments highlighting your observations (use quotes where possible) regarding these same issues.  You may address 1) how these issues will impact the school’s ability to continue to meet accreditation standards, 2) illustrate and acknowledge any dramatic improvement(s), and/or 3) explain a lack of progress in specific areas.  
This section need not be extensive – one or two paragraphs will usually suffice unless there is a complicated situation to identify.

	


FIVE-YEAR REFLECTION ON THE INSTITUTION’S ABILITY TO MEET MSA ACCREDITATION STANDARDS
In this section of the document, the school was to report on the areas where the institution believes it has experienced the greatest amount of growth in responding to the recommendations of the initial Visitation Team.  Using the institution’s responses to recommendations to accreditation standards as listed in the progress chart, the institution was also to identify its major area(s) for improvement that remain to be addressed.   Your comments should highlight your observations (use quotes where possible) regarding the information provided by the school.  

First we ask you to verify that the institution does indeed continue to meet all twelve MSA accreditation standards.  While you will not have the same time or thoroughness afforded to a full accreditation visiting team, we do ask that you make a judgment in this area.  Begin with the assumption that the school continues to meet standards, as it did five years ago.  

In the case where the institution no longer meets an accreditation standard in your estimation, you MUST elaborate on the evidence that leads you to that conclusion.  While you may offer suggestions on solutions to the institution, it is typically inappropriate to require specific actions on the part of the institution (such as hiring new staff, renovating spaces, etc.). Failure to meet a standard should also impact your accreditation recommendation (see that section for specifics).

In cases where standards are met, but further work, an accelerated timetable, or avid disagreement with the choice of “rejected” as an institutional response occurs, you need to expound on your observations.  Provide evidence wherever possible.  You may also wish to provide accolades for particularly diligent attention to issues, or recognize results where the impact is noticeable.

In the space below, also address concerns or commendations regarding the process by which the institution completed the report.  The primary issues regarding this piece center on ensuring the involvement of representative constituents and the avoidance of sections completed by a single person.  There is no expectation that all staff will be involved in the compilation of the report, but key personnel should have knowledge of sections related to their work.  
Typically, this piece is no longer than one or two paragraphs, unless an issue surfaces that the institution needs to address.

	Standard
	Reviewers
	Standard
	Reviewers

	 Meets the Standard
	Yes
	No
	 Meets the Standard
	Yes
	No

	PHIL./MISSION/BELIEFS/OBJECTIVES
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	STUDENT LIFE & ACTIVITIES
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	GOVERNANCE & LEADERSHIP
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	FACILITIES
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	ORGANIZATIONAL DESIGN & STAFF
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	HEALTH & SAFETY
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	EDUCATIONAL PROGRAMS
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	FINANCES
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LEARNING MEDIA SERVICES & TECH
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	ASSESSMENT OF LEARNING
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	STUDENT SERVICES
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	PLANNING
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	


FIVE-YEAR REFLECTION ON THE INSTITUTION’S RESPONSE TO RECOMMENDATIONS IN THE CURRICULAR/LEARNING AREAS
In this section of the document, the school was to report on the areas where the institution believes it has experienced the greatest amount of growth in responding to the recommendations of the initial Visitation Team.  Using the institution’s responses to recommendations in specific curricular areas as listed in the progress chart, the institution was also to identify its major area(s) for improvement that remain to be addressed.  Your comments should highlight observations (use quotes where possible) regarding the information provided by the school.  

In cases where further work, an accelerated timetable, or avid disagreement with the choice of “rejected” as an institutional response occurs, you will need to expound on their observations.  Provide evidence wherever possible.  You may also wish to provide accolades for particularly diligent attention to issues, or recognize results where the impact is noticeable.  Note that there are no accreditation standards to be met for individual learning areas.
The process used to complete this section of the report is again a major focus. In the space below, address concerns or commendations regarding the process by which the institution completed the report.  The primary issues regarding this piece center on ensuring the involvement of representative constituents and the avoidance of sections completed by a single person.  There is no expectation that all staff will be involved in the compilation of the report, but key personnel should have knowledge of sections related to their work.  
Typically, this piece is no longer than one or two paragraphs, unless an issue surfaces that the institution needs to address.
	


FIVE-YEAR REFLECTION ON THE PLANNING PROCESS

In this section of the document, the school was to describe the group of stakeholders that were to oversee, update, and monitor implementation of the action plans and their activities; and what changes (if any) have been made to the way the institution will continue to plan and make decisions regarding school improvement projects.

In the space below, highlight observations (use quotes where possible) regarding the information provided by the school.  Recommendations on how the school can ensure comprehensive, ongoing activities are often helpful to the institution. 
Typically, this piece is no longer than one or two paragraphs, unless an issue surfaces that the institution needs to address.
	


FIVE-YEAR REFLECTION ON PHASE I GOALS:

In this section of the document, the school was to provide a summary of the results achieved as indicated in the assessments/indicators used to measure growth/improvements for each Phase I Goal; to what extent the institution achieved each of its goals; and what were the factors (root causes) that either contributed to or hindered success.  The institution was also to report on how the institution and its community have grown in their capacity to plan for and produce improvements in the areas identified by their goals.  

In the space below, highlight observations (use quotes where possible) regarding the information provided by the school.  You should include or address the method(s) by which the school maintained an ongoing process to assess progress on the goals for the improvement plan.  Your comments should also indicate that future iterations include annual data (especially if not provided) that show how the measures are applied each year.  Comment on the general level of support expressed by the institution community for the objectives and their understanding of the process used to ensure progress was made.  If no progress was made, assess the institution’s level of concern for continuing improvement. Offer recommendations where appropriate.

Typically, this piece is no longer than a few paragraphs, unless an issue surfaces that the institution needs to address.  Repetitive information may be grouped and not repeated for individual objectives. 

	


PHASE II GOALS for RENEWAL of ACCREDITATION:

In this section of the document, the school was to list 10 goals, each of which addresses one of the Standards for Accreditation.  Goals are to be measurable in that progress towards completion needs to be documented over the latter half of the cycle.
In the space below, highlight observations (use quotes where possible) regarding the information that was provided by the school.  Process is again a key feature of this piece.  In the comments, analyze the process used by the institution to develop the Phase II goals and provide feedback on the effectiveness of that process.  In addition, these comments should address the appropriateness of the goals chosen for the next five-year cycle for the institution.  Respond to the goals in terms of: 

· Completeness - Has the school sufficiently limited its focus to 10 goals, while ensuring that over the 10-year cycle, all 12 Standards for Accreditation have been addressed?
· Applicability - Do the data in the context of the institution, the mission/philosophy of the school, and general review of standards and curriculum areas point to these goals as appropriate priorities for the school?

· Measurability - Is there at least one viable measure in place for each goal in order for the school to demonstrate growth over the next five years?  Can other measures be suggested?

This section need not be extensive – a few paragraphs will usually suffice unless there is a complicated situation to identify.  Repetitive information may be grouped and not repeated for each objective. 

	


ACTION PLANS for RENEWAL of ACCREDITATION:
At the time of the Renewal Visit, the school is to provide you with action plans for each of the goals for the next five years. The action plans must be comprehensive in scope, logically sequenced, and include sufficient details that will clearly guide successful implementation of the plan.  For the action plan for each goal, include a comment regarding the completeness and depth of the plan.  Look for a plan that involves activity steps for multiple constituencies, that shows long range, operational, and/or strategic thinking in that activities are included that address the entire five-year improvement cycle.  Encourage the institution to review this plan on an annual basis to update it based on the progress made on the measurable objective.

In addition, the following elements must be included in each action plan:

· A description of the activity.

· The name/title/role of the person(s) or group(s) that will be responsible for ensuring that this activity is completed.  

· The timeline during which the activity will be accomplished.  The timeline for implementing the activities of the action plan should be very well defined for the first two years of the plan. Less specificity is expected for years three through five, as it is anticipated that activities and timelines might be changed during the annual review process.  

· The resources needed to accomplish the activity in terms of time, materials, funding, etc.

· The indicators the school will use to determine whether the activity has been successfully accomplished.

· Space to record the status of the activity on an ongoing basis for annual review purposes. 

Process is again a key feature of this piece.  Analyze the process used by the institution to develop the new improvement plans and provide feedback on the effectiveness of that process.  

This section need not be extensive – a few paragraphs will usually suffice unless there is a complicated situation to identify.  Repetitive information may be grouped and not repeated for each objective. 
	


ACCREDITATION RECOMMENDATION

Five-Year Reviewers are asked to make an accreditation recommendation to the Commission on Secondary Schools at the conclusion of the visit.  It has been concluded that 

1.) The school has sufficiently responded to the recommendations provided by the previous Visitation Team regarding the Accreditation Standards with either action, appropriate plans for future action, or reasonable and compelling explanations as to why the recommendation is not valid. 

2.) The school continues to meet the Middle States Standards for Accreditation.

3.) The school has sufficiently responded to the recommendations provided by the previous Visitation Team regarding the Learning/Curricular Areas with either action, appropriate plans for future action, or reasonable and compelling explanations as to why the recommendation is not valid.

4.) The school has made appropriate progress on goals and action plans developed as part of the original Improvement Plan and can demonstrate how that progress was measured during the past five years.

5.) The school has identified appropriate objectives or goals for school improvement, established methods to measure progress on those objectives over the next five years, and has developed thoughtful action plans designed to move the school forward toward success in those goals.

The Reviewers will be pleased to recommend renewal of accreditation for Name of School.

Following are the accreditation recommendation options:

ACCREDITATION

The institution meets all standards for accreditation and fulfills all expectations associated with the accreditation protocol used. No issues require monitoring via reports or visits prior to the next regularly scheduled progress report or onsite visit.

ACCREDITATION WITH STIPULATIONS

The institution is in violation of one or more standards for accreditation and/or does not fulfill all expectations associated with the accreditation protocol used. In such cases, the Commission will specify the nature, purpose, and scope of any further information to be submitted by the institution. The corrective action required is not of an immediate nature, but a follow-up report on specific issues to be submitted by a specific date. Issues are such (in complexity and seriousness) that the Commission sees additional monitoring is warranted. The follow-up report may or may not be accompanied by a special visit.

PROBATIONARY ACCREDITATION 

The institution is in serious violation of multiple standards for accreditation and/or does not fulfill all expectations associated with the accreditation protocol used. The institution consistently fails to remove or make substantial progress toward removing all deficiencies noted. The institution is warned that its accreditation is in jeopardy unless immediate corrective action is taken. The institution will not be removed from probationary status until these problems have been resolved and/or consistent progress has been shown. Probation indicates that in the Commission’s judgment, unless immediate action is taken, the organization’s accreditation will be removed.

The corrective action required is of an immediate nature and must be addressed by a specific deadline in order for the institution’s accreditation to be maintained. Generally, a follow-up report or a special visit by CSS staff, Commission members, or designated representatives, or a special conference at the institution or in the CSS office are required before the probationary status be removed.

Institutions on probation remain accredited by CSS while working to remove the problems identified by the Commission. If, at the end of the probationary period, the institution has not made reasonable progress to remove the cause of its probation, the Commission may recommend removal of accreditation. If removal of accreditation is recommended, the institution may invoke the appeals procedures established by the Middle States Association.

NEXT STEPS

As Name of School proceeds with the implementation of its plan, there are a number of “next steps” the school will be expected to take in order to maintain accredited status.  These include the following: 

· Conduct Annual Reviews

While Middle States does not “collect” evidence of the school’s annual review, Name of School is expected to review progress on its objectives and success of its action plans each year. The purpose of the annual update is to revise the plans as needed and to ensure that the school is making appropriate progress towards its objectives. Name of School should keep a record of what transpired during each annual review.  The meeting agenda, minutes, documented changes to the plans, and summaries of progress made over the past year are examples of evidence to collect.  The next Visitation Team will want to see these examples of growth.

· Prepare for Reaccreditation

Prior to the conclusion of the next five years of accreditation, the school will be asked to consider an appropriate accreditation protocol and enter a comprehensive self study process anew.  The variety of options available can be found on the Commission on Secondary School’s web site:  www.css-msa.org.  In addition, representatives of the school should plan to attend workshops offered for those entering self-study.  It is important for those at the school responsible for the oversight of the protocol to attend these workshops, as not only are protocol materials distributed, but updates to requirements are provided.  Schools will be expected to meet the latest requirements regardless of workshop attendance. 

CONCLUSION

Use this space to congratulate the school on its accomplishments, to reiterate recommendations that you consider vital to the continued success of the plan, and/or to point out areas of weakness that the school should address that aren’t quite covered in any other area of this report.   Highlight the key challenges to the school in its future improvement efforts.  Synthesize the Reviewers’ general impressions of the health and quality of the school. 

Wrap up the report on a positive note whenever possible.

APPENDIX A

SAMPLE SCHEDULE

	Tuesday, November 30

	6:00 – 7:30 pm

	Dinner meeting with Steering Committee Chair and Institution Head
	Hotel Restaurant
	Review schedule; discuss concerns; clarify logistics

	7:30 – 9:00 pm
	Reviewer organizational meeting
	Hotel Lobby
	Finalize writing assignments; discuss specific topics to cover

	Wednesday, November 31

	7:45 – 8:00 am
	Tour of Facility
	
	Review of facilities changes

	8:00 – 9:45 am
	Meeting with Steering Committee Members
	Library Conf. Rm.
	Review process of report development; process for review of initial improvement plans; update of improvement plans

	9:45 – 10:00 am
	Coffee Break with Faculty Members
	Faculty Lounge
	

	10:00 – 12:00 am
	Meeting with Chairs of Stds Subcommittees
	Library Conf. Rm.
	Review contents of Standards of Accreditation sections

	12:00 – 12:45 pm
	Lunch with Administration
	Head’s Office
	Review progress on initial improvement plans; process for review; renewal improvement plans

	12:45 – 2:45 pm
	Meeting with Academic Dept. Chairs
	Library Conf. Rm.
	Review content of Learning Areas sections; review content of Educational Programs and Assessment of Learning Standards 

	2:45 – 3:30 pm
	Meeting with Board / Central Office Personnel
	Head’s Office
	Review initial and renewal improvement plans; review content of Governance and Leadership Standard for Accreditation

	3:30 – 3:45 pm
	Reviewer conference
	Library Conf. Rm.
	Finalize major findings

	3:45 – 4:15 pm
	Exit Interview with Institution Head
	Head’s Office
	Oral discussion of major findings


APPENDIX B
STAFF LIAISON CONTACTS

Ms. Leslie Green

Information and Billing Specialist (liaison for Five-Year Renewals)

Direct Dial:  267-284-5039

email:  info@css-msa.org
Mrs. Jacqueline Gilbert

Associate Director for the Northern Regions

Direct Dial:  267-284-5036

email:  jgilbert@css-msa.org

Dr. Linda Boone
Associate Director for Non-Public and Distance Education Institutions

Direct Dial:  267-284-5035

email:  lboone@css-msa.org

Mr. Steve Heft

Associate Director for CIWA (PK-12  and all Overseas Institutions)

Direct Dial:  267-284-5042

email:  sheft@css-msa.org

Dr. Kenneth Kastle

Associate Director for Public and Vocational Technical Institutions

Direct Dial:  267-284-5041

email:  kkastle@css-msa.org

Dr. Mary Ann Keeley

CES Associate Director (liaison for Caribbean Institutions)

Phone:  610-617-1100

Direct Dial:  610-617-1103

email:  mkeeley@ces-msa.org

Mrs. Lynn McLean

Associate Director for Public and Charter School Institutions

Direct Dial:  267-284-5040

email:  lmclean@css-msa.org

Dr. John L. Plesha

Associate Director for Western Regions

Phone: 412-487-6612

Email: jplesha@css-msa,org

APPENDIX C

SAMPLE FORMAT FOR MEASURABLE OBJECTIVES
Ex:  writing, critical thinking, oral presentation, academic 

	In 20xx, students at XXX School will improve their ____ skills as demonstrated by:

a) measure with target



Baseline:  Year
data
b) measure with target



Baseline:  Year
data
c) measure with target



Baseline:  Year
data


Ex:  healthy life choices, citizenship, responsibility and respect, 

	In 20xx, seniors at XXX School will demonstrate improved ____  as measured by:

a) measure with target



Baseline:  Year
data
b) measure with target



Baseline:  Year
data
c) measure with target



Baseline:  Year
data


Ex:  parental involvement, fund raising, school and community communications

	In 20xx, XXX School will improve ____  as measured by:

a) measure with target



Baseline:  Year
data
b) measure with target



Baseline:  Year
data
c) measure with target



Baseline:  Year
data
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