





Appendix E





Date

Head of School

Evaluated School

City, State, Zip Code

Dear __________:


I am pleased to inform you that the visiting committee for {School} is complete and I have enclosed a list of the members with school addresses, telephone numbers, and email addresses.

(Optional for Connecticut schools only)  We will let you know, as soon as the Connecticut State Department of Education informs us, whether or not there will be a representative from their office on the committee.


The dates for the evaluation are {dates}.  I trust that you have discussed the schedule for the visit with the visiting committee chair or plan to do so shortly.  


Members of the visiting committee will be sent materials from this office, and I am sure you will see to it that each receives both a print and electronic copy of the self-study prepared by the school as outlined in the Manual for School Evaluation.  We do request that two print copies and one electronic copy of the self-study be sent to this office.  The same confidential and financial information that is given to the chair of the visiting committee as outlined in Appendix A of the Manual should be included.


If there are any aspects of this evaluation that you feel need to be resolved, or any questions you need to ask, please feel free to contact me.




Sincerely,




William M. Bennett




Director of the Commission

WMB:pm

cc:
Members of the Visiting Committee

