Sample Planning Timeline for Self-Study and On-Site Visit

The timeline created below includes information for preparing the school community to write a
Self-Study and host an On-Site Visit the following year. Schools will vary on the amount of time
needed for each phase and should plan accordingly.

PHASE 1
Preparation, Creation of Committees, Surveys and Research 1-3 months

[ Self-Study template and instructions artive

(A Create files for sharing and work

[d Download the Accreditation Handbook from the SAES website and all linked documents
throughout (pages 6-10)

(A Read and review the handbook for instructions and downloaded information thoroughly

[d Establish a Steering Committee for the work ahead. The Head of School is a member of
this committee, as all work is monitored by him/her

A Appoint the following chairmen of the Steering Committee:

(A Self-study - usually an assistant, lead teacher, or division head

A On-Site Visit (OSV) logistics - executive assistant or operations manager

[ Documents in Adherence to Standards (DAS)- usually HOS or executive assistant
**Meet with these chairmen regularly to discuss progress.

[ Self-study chair will appoint various writing subcommittees for the different sections of the

report. For example:
(A Mission - HOS and Rector
A Episcopal Identity, School Climate and Culture - HOS, Chaplain and Rector; patents,
taculty, alumni
[d Governance - Board members, HOS
(A Organization and Administration - Admin team, HOS
[d Teaching and Learning - division heads, faculty from all levels
(A Fiscal Responsibility - CFO, Business Managet, Treasurer, HOS
[ Facilities and Safety - Facilities Manager, custodial staff, chair of facilities committee

[d Using this timeline and the downloaded information, the Steering committee creates the
timeline and due dates for each section of the Self-Study, and committee meeting schedules

[ Be sure to inform the Board about budget planning for the OSV year

[ DAS chairman begins a review of DAS. The boatrd should set goals for adopting missing
policies, document revision and budgeting for the OSV.

[ Meet with faculty and staff to inform them about the process and upcoming work. Review
the timeline created by the committee and encourage questions.

[d Announce to the entire school community about the process that you ate taking on and the
importance of accreditation. Remind them often of the work that is being done and the
growth process that the school is undertaking,

[d Send surveys and analyze (SAES can be contracted for this.)

[ Committees meet to discuss the work ahead. Review the timeline often.









