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TEACHER INCENTIVE FUND

MONITORING VISIT

SAMPLE AGENDA

This agenda is simply a sample but should be revised to meet the specific scope and needs of your project.  For instance, if your monitoring visit is only one day long, you can limit the time spent with each office and its staff. The most important items in the agenda, that should not be changed, are:

· Meetings with the following staff:

· Project Director & Grant Administration

· Assessment & Research

· Data & Information Technology

· Finance & Budget

· Human Resources

· Leadership Development (i.e., Professional Development, Project Committee Members, & Programmatic Contractors)

· Teachers and Principals (without project staff participation)

Day 1, Date
	9:00 a.m. - 11:30 a.m.
	District Central Administration Address/location of meeting

· Project Director

· Other grant admin staff

Topics to include:

· Overview

· Reward Structure

· APR 

· Communications
	Location:  HR Conference Room 3201

	11:30 a.m. - 12:30 p.m.


	Lunch Break
	N/A

	12:30 p.m. - 1:30 p.m.

(Time allotted here depends on the # of roundtables needed, which depends on the number of teachers and principals are available and what is reasonable).
	Travel to X school for site visit

· Teacher/Principal roundtable discussion

· Another roundtable?

(All roundtable discussions are conducted without the attendance of the district project staff).
	Location:  X School, Library

	1:30 p.m. - 2:30 p.m.
	Leadership Development

· Pro Dev Director/Lead

· Project Committee members (Principals, Superintendent, teachers, Union representatives, etc.)
	Location:  X School, Library


	2:30 p.m. - 3:00 p.m.
	Travel back to District Office
	N/A

	3:00 p.m. - 4:30 p.m.
	Human Resources/Payroll

· Name of HR Director

· Name of Payroll Mng.

Topics to include:

· HR Communication

· Performance Evaluations

· Payroll Components
	Location:  HR Small Conference Room




Day 2, Date
	9:00 a.m. - 10:00 a.m.
	Assessment & Research

· Name of Director

· Other A/R staff

Topics to include:

· Performance measures

· Project Evaluation

· APR link to Eval?
	Location:  HR Conference Room 3201

	10:30 a.m. - 11:00 p.m.


	Data & Information Tech.

· Name of Director

· Name of Project Leader

Topics to include:

· Information Technology

· Data quality & process
	Location:  DoTS Conference Room

	11:00 a.m. - Noon
	Finance & Budget

· Name of Budget Dir.

· Other Budget staff

Topics to include:

· General district budget policy and controls

· TIF finance & budget expenditures and drawdown activity
	Location:  HR Conference Room 3200

	Noon - 1:00 p.m.
	Exit Conference

· Project Director

· Other project staff

Topics to include:

· Monitors' overall impression of visit

· Coverage of any findings or commendations.

· Notice of when report should be expected.
	Location:  Project Director's Office, Room 2143


