Good Morning [Administrator Name],


I will be coming to your school to conduct the School-wide Evaluation Tool (SET) on [Weekday] [Month] [Date] [Year]. I will plan on spending [#hours].
The SET is designed to access and evaluate the critical features of school-wide effective behavior supports across each academic school year. 
The process for conducting the SET involves:

a) a 30 minute interview with the administrator,

b) interviewing randomly selected staff (at least 10) and students (at least 15) who are not actively engaged in instruction,

c) a tour of the school building, and

d) a review of school-wide discipline records including office discipline referral records and forms, instructional materials for teaching and correcting behavioral expectations, and the current school improvement plan.

The SET results are used to:

1. assess features that are in place,

2. determine annual goals for school-wide effective behavior support,

3. evaluate on-going efforts toward school-wide behavior support,

4. design and revise procedures as needed, and

5. compare efforts toward school-wide effective behavior support from year to year.
I need to interview you as the first activity of conducting the SET. You should plan for about 30 minutes. 
I will also need you to collect copies of the products listed below.
 
1. _______                  Discipline handbook

2. _______                  School improvement plan goals

3. _______                  Annual Action Plan for meeting school-wide behavior support goals

4. _______                  Social skills instructional materials/ implementation time line 

5. _______                  Behavioral incident summaries or reports (e.g., office referrals, suspensions, expulsions)

6. _______                  Office discipline referral form(s)

7. _______                  Other related information

I will need about 2-3 minutes per staff member (minimum of 10 staff) to conduct an interview. I will be conducting student (minimum of 15 students) interviews during break, recess, and/or lunch to respect instructional time. Since the students are only asked two questions, it is easy to interview them as they are walking down the hall, waiting in the lunch line, or waiting for an activity at recess or break.
I also will take a tour of the school to review products such as posters. 
Will you please make an announcement to your staff letting them know that I will be walking around the school on [Date]? That way it is much easier for them to be approached and asked the questions necessary for scoring the SET.
Thanks so much, [Administrator Name], for your willingness to let me conduct the SET in your school. 
[Your Name]
