FCIS/FKC Five Year Review and Evaluation

Documents for review

The following documents should be made available for review by the visiting team. They should be located in the Visiting Team conference room.

· Curriculum guides – Curriculum maps/Scope & Sequence for all grades being evaluated (electronic mapping available on-line)

· School publications – yearbooks, newsletters, alumni magazines

· Admissions materials – brochures, application, guidelines

· Faculty Qualifications Data profile sheets

· Student handbook, Faculty handbook, Parent handbook, Board policy manual 

· Strategic plan 

· Hard copies of the Self-Study (2 – 3)

· Daily Schedules for teachers

· List of Faculty/Staff as a sign-off sheet for observations (5 year evaluation only)

· Campus map

· School calendar

· Administrative organizational chart (if not in Self-Study)

· Job descriptions  

· College profile information (if applicable)

· Development/Marketing plan  
· Crisis Management plan

· Professional development plan (if not in Self-Study)

· Nutrition policy or any other campus-wide policies

· Surveys conducted with complete demographic data (if available)

· Computer with school web site available for review

· Printer capability within the team workroom

· Computer/Internet access --- find out if team members will bring their own laptops or if you will need to set up access to school laptops or computer lab

· Office supplies – pads of paper, pens, pencils, stapler, post-it notes, paperclips, folders

· Water, coffee, tea, snacks  
