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Preparing for the MiTAP Monitoring Visit
Activities of the School and/or School Contact Person

Action Item 1:  Inform Staff of Process and Dates

The school superintendent should notify staff of the Michigan Technical Assistance Project (MiTAP) process, dates/times, and school contact person prior to the arrival of the MiTAP Monitor.  The school contact will finalize the schedule and agenda for the day’s visit with the MiTAP Monitor.  You can expect to receive the following information from the MiTAP Monitor:
· Contact information and e-mail address(es) of the MiTAP Monitor(s);

· A copy of the MiTAP Protocol (initial visit only);

· A copy of Michigan LEA Highly Qualified Teacher Report & Assurances (initial visit only);
· Information regarding the NON-HQT list from the most recent Registry of Educational Personnel (REP).
Action Item 2:  Prepare Materials for the MiTAP Monitor

Schools are encouraged to use existing documentation whenever possible.  The intent is to minimize paperwork and duplicate reporting for schools while at the same time providing the MiTAP Monitor with information he/she needs to provide the school with powerful and productive feedback.  

1. Overview of the School:  Provide a basic description of the school that will give the MiTAP Monitor an overview of the school’s mission, the students and community you serve, the programs you offer, and other relevant information as related to Highly Qualified teachers and paraprofessionals. This overview is often provided to the MiTAP Monitor before arrival at the site.  
2. Master Schedule(s):  Provide the MiTAP Monitor with a hard copy of the school’s master schedule (teacher placement).
3. Highly Qualified Teacher Reporting Forms:  MiTAP monitors will need access to these forms as they review master schedules, teacher certifications and teacher placements.

Action Item 3:  Complete and Send Evaluations

The MiTAP Monitor will distribute copies of an evaluation form to the school contact person.  Multiple copies can be made if multiple individuals participated in the on-site visits.  A self-addressed stamped envelope will also be provided by the MiTAP Monitor.  One person should collect the forms and send them to:

Krista D. Ried, Teacher Quality Coordinator
Office of Professional Preparation Services 

608 W. Allegan St.

P.O. Box 30008

Lansing, MI 48909

Action Item 4:  Act on the Findings
Upon completion of the visit, the MiTAP Monitor will share findings, either verbally or in writing, with the school contact person.  Receiving these findings is not the end of the process.  In many ways, it is just the beginning. The purpose of the visit is to provide technical assistance. The MiTAP Monitor’s findings should assist schools in identifying strengths they want to build upon, challenges they need to address, and immediate next steps they need to take. The school should use the findings as an impetus for continued improvement and they should be shared by the school with appropriate stakeholders. 
In addition to the findings, an Action Plan may be requested.  The Action Plan will include those individuals found by the MiTAP monitor to be non-HQ or inappropriately assigned based upon state certification law.  It must detail the actions that will be taken by the district regarding the findings of the visit.  
Contact Information

For more information about the Michigan Technical Assistance Project, please contact the following individuals:

MiTAP Project Manager:

Dr. Patricia Johnson

248-669-0102 (hm)  or  248-910-4096 (cell)
mitap_projmanager@sbcglobal.net
MiTAP Project & Monitor Coordinator:

Mrs. Krista D. Ried, Teacher Quality Coordinator
RiedK@michigan.gov
517-373-0699
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