4.A.4.d.
Sample Agenda
Site Visit Agenda: Example of 1st Day of a Site Visit
	Wed.

3/31/10
	Site Visitor 1
	
	Wed.

3/31/10
	Site Visitor 2

	Time
	Informant
	Title or Function
	Location
	
	Time
	Informant
	Title or Function
	Location

	8:30-9:00
	Dr. Phil Smith
	project director,

opening/briefing meeting
	124 Green St., Room 208
	
	8:30-9:00
	Dr. Phil Smith
	project director,

opening/briefing meeting
	124 Green St., Room 208

	9:00-11:00
	Dr. Phil Smith
	project director
	124 Green St., Room 208
	
	9:00-11:00
	Dr. Phil Smith
	project director
	124 Green St., Room 208

	11:00-11:15
	Break
	
	11:00-11:15
	Break

	11:15-11:30
	travel to next interview (approx. 15 minutes)
	
	11:15-12:15
	Ms. Angela Johnson
	evaluator, quality monitoring activities
	124 Green St., Room 208

	11:30-12:30
	Mr. Louis Fontaine
	school system representative on governing body
	246 Grant St.
	
	12:15-1:00
	Lunch

	12:30-1:00
	Lunch
	
	1:00-2:00
	Dr. Pat Malley
	therapist
	124 Green St., Room 210

	1:00-1:30
	Travel to next interview (approx. 30 minutes)
	
	2:00-2:15
	Break
	
	

	1:30-3:00
	Ms. Ilene Barter
	family member in services for 9 to 12 months
	458 Piedmont Ave.
	
	2:15-3:15
	Dr. Gail Acker
	respite coordinator
	124 Green St., Room 208

	3:00-3:15
	Break
	
	3:15-3:30
	Break
	

	3:15-3:45
	travel time to next interview (approx. 30 minutes)
	
	3:30-5:30
	Case Record Review
	124 Green St.

	3:45-5:15
	Ms. Yolanda Keith
	family member in services for 3 to 6 months
	782 Buford Ln
	
	
	
	


