A: 
SCHOOL EVALUATION CHECKLIST FOR LEADERS OF SUNY AUTHORIZED CHARTER SCHOOLS
The following checklist is designed to help school leaders adequately prepare for school evaluation visits conducted by the Charter Schools Institute.
AT LEAST FOUR TO SIX WEEKS PRIOR TO THE SCHOOL EVALUATION VISIT (BY INSTITUTE DESIGNATED DATE)
· Share information with the school’s board, staff, students and parents regarding the school evaluation visit.

· Lead the school in preparing the requested materials for the visit as detailed on pages 3-7 of the Institute’s “Charter School Evaluation Guide for School Leaders.”
· Submit the following documents (Outlined on pages 3-5 of the Institute’s “Charter School Evaluation Guide for School Leaders.”) to the Institute by 1st of the month before the visit.
· Staff Directory

· Teacher Roster & Certification (Template Included)

· Organizational Chart

· Teacher Schedules (including subjects, times, locations, and explanatory key if unclear)
· Self-Assessment (Template Included)
· Assessment Calendar and sample assessment documents

· Curriculum Overview (Template Included) and sample curriculum documents

· Once documents are submitted work with Team Leader and School Evaluation Analyst to clarify any uncertainties institute staff have regarding previously submitted Pre-Visit Documents.

The Institute templates noted above can also be viewed and downloaded from the Institute’s website at: http://newyorkcharters.org/schoolsPubsReports.htm.

      Send all of the above documents in electronic format to danielle.keen@suny.edu.
