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WELCOME

Joanne Andruscavage
Director of Accreditation

joanne@sais.org
(678) 255-8903

Carole Weems
Accreditation & Survey Manager

carole@sais.org
(678) 255-8930
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Accept your chair assignment!

• 9-12 months prior to the visit date
• Confirmation letter sent to school
• Call or email the head of school and 

accreditation coordinator to 
schedule the pre-visit. 

• Contact SAIS with the pre-visit date. 

THE ROAD BEGINS!
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WHAT WOULD YOU DO?
You arrive at the pre-visit and during your meeting with the 

head of school you find that five board members are 

spouses of current school employees including the spouse 

of the CFO who is the chair of the board finance 

committee. The CFO and spouse attend all board meetings 

together, sitting next to each other and sharing comments. 

• Why is this a problem? 

• What changes are needed to bring the school into 

compliance?

Let’s go to break out groups!



5



6

SAIS Philosophy of 
Accreditation
• Balancing compliance, growth, and reflection

• Whose mission is it anyway?

• Chair as facilitator

Time Commitment 
• Before, During, and After

WHAT HAVE YOU GOTTEN 

YOURSELF INTO?
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DIVE INTO THE PORTAL

• Previous Reports • Portal Ins & Outs
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CHAIR RESOURCES PAGE

➔ Accreditation Guidebook

➔ Pre-visit Resources
• Notes to school
• Pre-visit schedule
• Pre-visit report in the portal
• Documents and documentation
• How to read an audit
• SAIS questionnaires
• State laws for non-public schools
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WHAT WOULD YOU DO?
During your pre-visit, you met with several members of the 

school’s board of trustees and reviewed the SAIS 

governance questionnaire. When the team arrives for the 

opening reception, a board member mentions to one team 

member that of the 15 board members, only three ever 

attend meetings. Surprised by this comment, the team 

member informs you and you meet with the head of 

school. The head confirms this situation and adds that the 

three members meet almost exclusively in executive 

session and she is not included in their meetings. 

• What would you do, and could this surprise be 

avoided?

Let’s talk about it!
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PRE-VISIT 
(6-8 months prior to the visit date)

1. Open lines of communication with the school
• Set up the pre-visit schedule
• Discuss travel and other logistics

2. Review the standards/indicators and the 
documents/documentation

3. Read the school snapshot
• Mission – how does it inform decision making?

• Brief History- and current school statistics

• Leadership- both administration and governance

• Self -Study- model/method of self-study

• Improvement- list of goals/areas of improvement
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PRE-VISIT 
(6-8 months prior to the visit date)

4. Two weeks prior to the pre-visit, thoroughly 
read the school’s responses to the 
indicators and READ the EVIDENCE!

• Board bylaws and policy handbook
• Conflict of Interest statements and board 

self-evaluations
• Board orientation and continued training
• Strategic Plan
• Financial documents/audit/990
• Profile of a Graduate/expectations for 

student learning
• Student safety



13

5. Prepare for conversations around the SAIS 
questionnaires

• Governance
• Finance
• Student safety

6. School self-study and school report
• Goals
• Format
• Team members

7. Complete the pre-visit report in the portal
• Click the green “Submit for Final Review” 

button
8. Set the timeline for submitting 

additional/revised documents

PRE-VISIT 
(6-8 months prior to the visit date)
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WHAT WOULD YOU DO?
The pre-visit is wrapping up and as you meet with the 

accreditation steering committee to discuss the school’s 

goals and skillsets for team members for the visit, you 

discover that the school is planning a major expansion … in 

another state! They intend to use the business plan created 

for this expansion as their self-study. This plan has no 

mention of any improvements for the school that is 

currently being accredited. 

• What is wrong with this? 

• How can we help the school and save this visit?  

Let’s go to breakout groups!
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PREPARING FOR THE VISIT

➔ Keep up communication with the school
• How is the school report process going?

➔ Communicate with SAIS
• Expertise of team members
• Questions from school/team members

➔ Review visit schedule

➔ Make travel arrangements
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PREPARING YOUR TEAM MEMBERS

• Chair resources page
• Letters to team members

• Team training video and 
PowerPoint

• Talk with each team member
• Experience and expertise

• Prior team member experience

• Travel needs and dietary 
restrictions

• Setting expectations
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PREPARING YOUR TEAM MEMBERS
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WHAT WOULD YOU DO?
Prior to the pre-visit, you thoroughly reviewed the 

responses to the indicators and read the documentation, 

especially the board bylaws and policy manual, and found 

them to be following independent school best practices. 

You arrive for your pre-visit to find that the head of school 

has suddenly resigned. During conversations with the 

interim head of school and other staff members, you 

discover that the board wanted to hire a new football 

coach and the head disagreed. The board moved forward 

with this hire and the head resigned. 

• What would you do?

Let’s share ideas!
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VISIT LOGISTICS

• Chair as manager of the process
• The team room
• Constituent meetings/interviews
• When to have a private meeting 

with the head of school
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VISIT LOGISTICS
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WRITING THE VISIT REPORT

➔ Commendations and 
recommendations

➔ Presenting the report to     
the school

➔ Reviewing the report with 
your team members

➔ Click the green “Submit for 
Final Review” button
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WRITING THE VISIT REPORT
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• The portrait of a graduate and how it breathes life 
into the school's mission and creates common 
language among the school community. It is 
embraced by X stakeholders and sends a clear 
message of the caliber of an X student.

• The creation of the "Future Eagles" program. This 
program is a brilliant way of reaching out and 
establishing relationships with those families X 
school would like to attract when those families' 
children become of age to consider X school.

• The encouragement of rich conversations, vertical 
and horizontal around the curriculum, that 
brought the faculty closer together and helped 
them see the strengths and gaps in the curriculum.

COMMENDATIONS
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RECOMMENDATIONS
• Creating a new timeline for curriculum mapping to provide a 

clear roadmap for years ahead.
• Dedicating time for the mapping that will allow faculty to 

process, collaborate, and intentionally design the 
curriculum.

• Articulating clearly the expectations for staff regarding the 
balance between freedom (autonomy) and responsibility to 
ensure that the final product is grounded in the mission.

• Publishing the completed curriculum maps to provide 
transparency to current and potential families.

• Building on your culture of service and philanthropy within 
the school, through initiatives like senior gifts that will build 
pride and excitement around supporting the school.

No recommendations related to a standard/indicator!
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NOW WHAT?

• Do’s and Don’ts
• School’s Mission – not your mission
• Know your way around the portal
• Don’t talk about your school …
• Serve on an accreditation review committee
• Serve as a team member sometimes

• When to call SAIS

• Mentor/assistant chair help
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NOW WHAT?
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OTHER DO’S & DON’TS?

What’s your advice?

Share your most rewarding and 
most challenging experiences!

Let’s go to breakout groups!
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• Chair Listserv- you will receive an email to join!

• Serve as an assistant chair…more than once!

• Continue to serve as a team member.

• Attend the annual Chair Update sessions.

TIME FOR QUESTIONS
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WHAT IF I NEED HELP?

Joanne Andruscavage
Director of Accreditation

joanne@sais.org
(678) 255-8903

Carole Weems
Accreditation & Survey Manager

carole@sais.org
(678) 255-8930
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➔ Marifred Cilella

➔ Adam Bernick

➔ Jim McIntyre

➔ Fabio Hurtado

➔ Marcia Prewitt Spiller

➔ Robert McGehee

➔ SAIS Staff – Anna Taylor and Clay Gibney!

THANK YOU!


