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School Site Visit Protocol

The Thomas B. Fordham Foundation conducts biannual site visits—while school is in
session—for each of the schools it sponsors. These visits are designed to ensure compliance
with applicable laws, rules, contractual obligations, and academic performance measures.

e Fall Visit: Must occur by December 31
e Spring Visit: Must occur by June 30

Pre-Visit Preparation

Fall

e Schools receive an updated template report aligned with their contract to complete in
advance.
e During the visit, Fordham sponsorship staff follow up on submitted items.

Spring

e The fall template is updated with previous visit information.
e School leaders update any changes or revisions before the visit.

During each visit, data is collected through interviews and observations involving:

e At least one administrator
e One or more instructional staff

Data Sources for Verification

The site visit draws from the school’s contract and corroborates data from various sources,
including but not limited to:

Observations
Student Records: Cumulative, medical, special education
Academic, Attendance and Compliance Data: Report cards, EMIS, ODDEX, OEC,
AOS, Epicenter submissions, Special Education Profiles and Ratings
e SAFE System: OEDSR, CORE, CCIP/EdSteps, surveys



Financial Reviews: Monthly and enrollment-based

Historical Documentation: Previous site visit and pre-opening reports

Annual Report

Corrective Action Plans (if any): includes verification of RIMP plans if the school has a
Reading Achievement Plan

Additional sources may be added, as required in the Sponsorship Performance
Review

Site Visit Components

The visit consists of six core data collection activities:

1. Environmental and Classroom Observations

Classroom observations selected based on the most recent growth reports and
sometimes based on school leader selection
Observation of special education instruction when applicable

Classroom observers will assess:

Preparation Evidence: Lesson plans, posted objectives, prepared materials

Student awareness of procedures and rules

Safety and classroom management

Grouping strategies and instructional clarity

Use of assessments and feedback mechanisms

Differentiation of instruction

Student engagement and time-on-task

Observed curriculum matches the curriculum stated in the contract (it meets state and
contract requirements i.e. HQIM Reading.)

General observations include:

Student movement and behavior throughout the building
Interactions with staff

Building access, safety, cleanliness

School-wide signage, bulletin boards, academic displays

2. Compliance Visual Checks

Observers visually confirm statutory requirements, such as:



e Flag display
e Required postings

Refer to the Summary of Findings — Compliance Verification section of the report.

3. Stakeholder Interviews
During the visit:

e |Interviews are conducted with:

The school leader (during both fall and spring visits)

One teacher (fall visit only in addition to classroom visit debriefs fall and spring)
One student (fall visit only)

One additional stakeholder (e.g., governing authority, community partner,
parent, vendor — fall visit only)

Interviews are conducted one-on-one with a consistent set of questions.

Questions are available upon request.

Interviews are summarized in the Governing Authority Annual Report.

Any student safety concerns are shared immediately with the school leader.
Observers coordinate with the school leader to schedule interviews at a time that
minimizes disruption to instruction.
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4. Student Record Audits (advance notice provided if applicable)

Schools will have student record reviews once every two years. More frequent reviews may take
place (annually or twice a year) based on additional factors, such as: moved location or opened
a new facility in the fall.

Observers will review:

e A sample of 10% of student files or a minimum of 10 files
e Residency, custody documentation, birth records, immunization, and current-year
emergency contact authorization
o Interscholastic Athletics: For schools with athletic programs (e.g., OHSAA, Ohio
Charter School Athletic Association), student files must include:
e Concussion Notification Forms signed by both the student and
parent/guardian
e Medical files

If the school has a nurse on staff:
The site visit team will review the nurse’s procedures for:



Filing medical documentation, including medical dispensation forms
and action plans (e.g., for seizures, diabetes, severe allergies).
Storing medication, including:
o Where and how medications are stored (e.g., locked cabinet,
refrigeration).
Who has access to the medication and under what circumstances.
Verification that individuals with access have received appropriate
training on medication administration and emergency procedures.
o How medication expiration dates are tracked and handled.
Ensuring accessibility, meaning that medical files and medications are
accessible to authorized personnel in case of emergency while
maintaining security and confidentiality.

If the school does not have a nurse on staff:
The sponsorship team will conduct a student health file review of:

Medical documentation, such as medical dispensation and action plans,
with a doctor’s signature and dated within the last year.

Medication storage practices, ensuring that:

A designated staff member is responsible.

Storage is secure and appropriate.

Emergency access protocols are in place.

Individuals with access to medications have received the proper
training to safely manage and administer medication as needed.
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Special education files for IEPs, ETRs, transition goals (as applicable), and IDEA

compliance
[ J

Each fall, at least 5% of the school’s special education files will be
reviewed online. To be deemed successful, the review must meet the
following requirements:
Each reviewed section must score a minimum of 80%
Sections reviewed include:
IEP and ETR dates in compliance
Initial ETR within 60 days of parental consent
Current, compliant progress reports
Prior written notice for the current IEP
Parent invitations to IEP meetings
Transition plans (for students age 14+)
Student attendance at IEP meetings (age 14+)
Provision of Procedural Safeguards
o General Education teacher participation in ETR and IEP meetings
Performance Indicators:
e Indicator 11 (Timely Evaluations): At least 92% compliance
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e Indicator 13 (Secondary Transition): At least 92% compliance (if
applicable)

e Indicator 15 (Timely Correction of Noncompliance): Either not
rated or at 100%

If the school meets the above criteria, a spring review is not required unless hard
copy signatures must be verified.

e Special Education Site Visits
Special education site visits are conducted by the Intervention and Data
Specialist, particularly when:
e A school is under a monitoring plan
e The school’'s special education rating does not indicate that it meets
requirements
There are staffing concerns
A physical review of special education files is necessary

Site visits may occur during either the fall or spring cycle based on these criteria.

5. FTE and Attendance Verification

Observers will:

Request current enrollment numbers

Confirm day-of-visit attendance and year-to-date attendance
Confirm chronic absenteeism percentage

Cross-check attendance against classroom observations

6. Follow-Up from Prior Visit

e Documentation of any required follow-up actions
e Review of progress or correction based on previous site visit findings

Post-Visit Reporting
Following the site visit:

e A draft report is shared with the school leader for review.



It includes findings from submitted materials, Epicenter, stakeholder feedback, and in-
person observations.

If the prior site visit identified any concerns, the report addresses corrective actions
taken.

After incorporating financial data from monthly reviews, the final report is sent to the
school’s Governing Authority.

High-Stakes Renewal Year Review

During renewal years:

A comprehensive review is conducted, combining submitted documentation with the fall
site visit.

High-stakes review includes an evaluation of a school’s performance (academic,
financial, and organizational/operational) against the performance framework included in
its contract with its sponsor over the entire contract term.

External evaluators may participate in the process.

Other external stakeholders may be present as observers; all are accompanied by
Fordham staff.



