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	Step
	Description
	Timeline
	Responsibility
	Completed

	1.
	Walk-Through Visitation Form sent to LEA Coach Coordinator
	4 weeks prior to walk-through
	R-TAC Office
	

	2.
	Coach Coordinator communicates with site/sites to be visited and begins preparing Walk-Through Visitation Form
	3-4 weeks prior to walk-through
	LEA Coach Coordinator
	

	3.
	Site Leadership Team meets to plan and organize the walk-through together, including identifying walk-through goals/expectations; Visitation form is completed; Communicate with walk-through team and teachers regarding preparation; Begin preparing walk-through packet
	At least two weeks prior to walk-though
	Site Leadership Team, including principal and coach/Coach Coordinator
	

	4.
	Send Walk-Through Visitation Form to R-TAC/external visitors
	1-2 weeks prior to walk-through
	LEA Coach Coordinator/Site Principal
	

	5.
	Prepare the Prebrief internal agenda/materials, Observation Schedule/Logistics, and Debrief internal agenda/materials
	1 week prior to walk-through
	Site Principal and Coach
	

	6.
	Finalize details;  Communicate the purpose, process and expectations with ALL site staff 
	Week of walk-through
	Site Principal
	

	7.
	Team Walk-Through:  Prebrief, Observations, and Debrief conducted
	Day of Walk-Through
	Walk-Through Team/Site Leadership
	

	8.
	Communicate walk-through findings to all staff, including priority action steps; initiate the Monitoring Cycle
	Within two days of the walk-through
	Site Principal
	

	9.
	LEA Report sent to Coach Coordinator and forwarded to Site Principal and Coach
	1-2 weeks after walk-through
	R-TAC Director
	

	10.
	Visitation Follow-Up Form sent to Coach Coordinator
	4 weeks after the walk-through
	R-TAC Office
	

	11.
	Follow-up meeting with Site Leadership Team; Follow-Up Form completed and sent to R-TAC
	4-6 weeks after the walk-through
	Coach Coordinator/Site Principal and Coach
	

	12.
	Continuation of the Monitoring Cycle on priority action step(s)
	Ongoing
	All stakeholders
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