SAMPLE MEMO – TAV TEAM MEMBER
(Copy on School Letterhead)
Date
Mr. John Green

Franklin High School

124 Franklin St.

Franklin, OH 43762

Dear Mr. Green:

RE: Technical Assistance Visit at (HSTW/MMGW Site) on (Dates of visit)

Thank you for your willingness to serve as a member of the (Technical Assistance Visit) for (Insert Name of School) on (Insert Dates). The school is located at (Insert the complete address with zip code.) We want to thank you for your time and commitment and know that team members make a significant contribution to the school and to other team members as they grow professionally through this process. The visit is an effort to help (HSTW/MMGW Site) see where they have been, and to determine where they need to go next in developing critical action steps for more deeply implementing the (HSTW/MMGW) school improvement design.

The primary purpose of this visit is to help school administrators, leaders and teachers identify changes they need to make to address the (HSTW/MMGW) goal and key practices to ensure that all students perform at the proficient level on the (OAT/OGT) and at the basic level on the (HSTW/Middle Grades) Assessment with increasing percentage of students performing at proficient and advanced levels. The goal is to have every middle grade students prepared for college preparatory level work in grade nine and to have all high school graduates ready for postsecondary studies without taking remedial courses. 

The TAV agenda is enclosed. As you can see, our first meeting is scheduled for (Insert time, data and location). It is critical to the process that all team members are present for all scheduled meeting times. If you are not able to attend one or more of these times, please notify us immediately. Enclosed you will also find:

· Technical Assistance Visit (TAV) Guide for Ohio
· TAV Agenda with times and locations of meetings and interviews

· TAV Team Member Roster with a list of the team members and complete contact information

· Site Background Information

· Bell Schedule

· Master Schedule by teacher with the subject taught, period and room number

· Map/directions to the school with parking location

· Floor plan of the building with the location of the office to check-in and the first afternoon meeting

· School descriptive brochure or website with this information
· TAV Team member responsibilities (attached).
Please be familiar with these documents prior to the visit, especially the At-A-Glance Responsibility Chart, team member responsibilities (attached). We look forward to your insight and contribution to this visit. As the TAV Site Coordinator, I will do my best to make this experience rewarding and meaningful for you. Should you have questions or concerns regarding your role on the team, please do not hesitate to contact me at (phone/email) or the (name), TAV Team Leader at (phone/email). 
Sincerely,

(TAV Site Coordinator)

Enclosures 
At-A-Glance: Site, Coach, TAV Leader and
Team Member Responsibilities

	Before
	During
	After

	Site Leadership and Focus Teams Responsibilities

	Meet all timelines and tasks:

· Review the TAV guide and expectations for hosting a visit.  See Preparing for a TAV: Checklists of Tasks and Timelines, pgs.  6-8

· Register and attend the How to Prepare for a TAV Workshop, hstwohioregions.org
At least six weeks before the visit:

· Invite and confirm TAV team members’ participation and time commitment.

· Email the draft agenda, team roster and site background to the TAV leader for approval.

· Begin the process of engaging all focus teams in completing the DOP Worksheets, Appendices 5-10.

At  least four weeks before the visit

· E-mail the TAV leader/team all required documents, including approved DOPs.
· Prepare a TAV Site Presentation/Data Notebook.

· Schedule phone/onsite interviews.


	· Day 1: Present to the TAV team on: What the School Has Done, What the School Plans to Do, Why the School Should Address the Goal.
· Day 1-2: Provide refreshments and meals for the team.

· Day 2: Arrange for a substitute for the site coordinator during the visit.  Attend the TAV Exit Report and invite administrators.


	· Send thank you notes to the team and leader.  
· Respond to the TAV leader for additional information.

· Review/edit the written report and respond with comments.

· Use the TAV report to prioritize actions and update the HSTW/MMGW Site Action and SIP.

	Regional Coach Responsibilities

	Work with the site to prepare for the visit
· Communicate the importance of completing tasks and meeting timelines.

· Assist the site with team member selection.

· Facilitate the DOP process with the leadership and focus teams.  

· Approve final DOPs 
· Assist the site with the Site Presentation and TAV Data Notebook.
	· Day 1: Attend the TAV Site Presentation.
· Day 2: Assist with debriefing and preparation of the TAV Exit Report.  Attend the Exit Report 
	· Review/edit the draft written report.  
· Conduct follow-up with the site on How to Use the TAV Report.

	TAV Leader Responsibilities

	· Communicate with site and regional coach on expectations for the visit.

· Review and provide feedback to the site and regional coach on the DOPs
· Communicate with the team members and prepare them for the visit.

· Schedule and conduct phone interviews with the superintendent, principal, site coordinator and counselor(s) prior to the visit.
	· Day 1: Conducts interviews of the students, teachers and parents; prepares the team for the visit; and collects evidence during the site presentation.

· Day 2: Conducts classroom observations, debriefs the TAV team and presents the TAV Exit Report
	· Provides the school and regional coach with the TAV Exit Report.

· Writes/edits written report.

	Team Member Responsibilities

	· Accept the invitation to serve on the TAV team and confirm with the site that you will be present for the entire visit.

· Review information provided by the site and TAV leader and come to the visit with questions and observations.  

· Participate in the Team Orientation conducted by the leader.
· If unable to serve, notify the leader and site immediately and assist with providing an alternate.
	· Assists the leader in collecting evidence during the site presentation, classroom observations, interviews and document/data review.

· Assist the TAV in preparing the TAV Exit Report.

· Attend the TAV Exit Report.

	· Responds to requests from the TAV leader for clarification of the evidence collected.



