Mid-point Check-in Template

We conducted site visits or phone calls with each site half way through the project.  Goals included:  

· Offer support, encouragement, and project feedback (outline next steps as needed)
· Deliver targeted technical assistance, share curriculum resources
· [bookmark: _GoBack]Gauge Learning Community so far (Need for another conference call?  What’s working?  What’s not?)
· Check in about final report/tracking template
· Answer any questions
· Take photos, documentation to share with LC

Below is the text we used to create template for taking notes with each site.  Information gleaned from these discussions became the “Experts Tips” sheet.  

1. Site Name

2. Date

3. Project Summary/Timeline

4. Walk me through the project thus far 

5. What’s working well

6. Challenges/barriers

7. Lessons learned/advice you would give to someone else doing a similar project

8. Next steps 

9. Technical Assistance requested in application (This is the technical assistance (TA) you said that you needed at the start of the project. Based on how things are going, which of this would still be useful? Or, is there new TA that you could use?)

10. Additional TA needed

11. Final Report/tracking template check-in

12. Overall thoughts or any constructive feedback on the Learning Community component of project

13. Questions

14. Notes (community partners mentioned, aspects of project to highlight, celebrate, and/or problem solve…)
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