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STANDARD OPERATING PROCEDURE

END-OF-SCHOOL-YEAR CHECKLIST

Purpose:  To provide guidance and establish procedures for the orderly close-out of the school year and to ensure that school administrators have submitted required reports, performed required tasks, and received clearance from appropriate individuals prior to departing for the summer recess.

Applicability:  This guidance applies to all Kaiserslautern district administrators with responsibilities for ensuring that all end-of-year tasks, reports and assignments are completed in a timely and appropriate manner and that clearance from the appropriate individuals has been received.

Procedures: 
1. The administrator will review the End-of-School-Year Checklist (Atch #1) and identify those tasks, reports, and assignments that are applicable to them.  Attachments #2-4 contain the report format for items that appear on the Checklist.  Instructions for completing the Other User Factor (OUF) Report are contained in SOP 05-04 (available on the district website).

2. As tasks, reports, and assignments are completed, clearance must be received from the appropriate individual(s) through e-mail, telephone, or other means, documenting that items have been completed.  NOTE:  Other assignments (not listed on the checklist) with suspense dates may be received that require documented clearance prior to the administrator’s departure.

3. Final written clearance must be received from the administrator’s supervisor prior to departure for the summer recess.  The completed checklist is to be presented to the supervisor for final clearance.

Controls:
1. End-of-School-Year Checklists completed and approved.

2. Suspense dates met.

// original signed //

DR. DELL MCMULLEN

Superintendent

8 Attachments

1. Checklist

2. SAC End-of-Year Report Format



 

3. Summer Itinerary


 

4. Retention List


 

5. Other User Factor Report

 

6. GS Employee Summer Calendar

7. Cell Phone Reconciliation

8. Wellness End of Year Summary

9. DSO POC Listing

Kaiserslautern District End-of-School Year Checklist SY 11-12
Principal:  

School:  



	Suspense
	Administrator's Initials
	          TO DO REQUIREMENTS 
	DSO POC
	DSO POC's initials

	1-Jun
	 
	High School Exam Schedule*
	Assistant Superintendent
	 

	1-Jun
	 
	MOU/EDC Summer School*
	 CSI ISS
	 

	1-Jun
	 
	AdvancED School Improvement Action Plans (2)*
	CSI ISS
	 

	1-Jun
	 
	Summer Drayage Requests*
	Logistics Supervisor
	 

	1-Jun
	 
	Summer Duty Schedule (School Staff)*
	DSO Secretary
	 

	1-Jun
	 
	Summer Workshop/Early Return/Late Release
	CSI ISS
	 

	1-Jun
	 
	Performance Appraisals/Spreadsheet/Mass Appraisal Report*
	Administrative Specialist
	 

	        TBA
	
	US/LN Award Recommendations (If Applicable)
	
	

	8-Jun
	 
	Other User Factor (OUF) Record*
	Logistics Supervisor
	 

	1-Jun
	
	Keyboarding Assessment Scores Recorded/Submitted
	ETSMS/ ET
	

	15-Jun
	 
	Master Schedule (High Schools and Middle Schools) and SMS verification sheet indicating schedule is complete and all students are scheduled. *
	ET (SMS)
	 

	15-Jun
	 
	SAC End-of-Year Report*
	Administrative Specialist
	 

	15-Jun
	 
	Post Secondary Education Plans/Scholarship Report (High Schools) 
	Assistant Superintendent
	 

	15 Jun
	
	SRI (6th + 9th ) and DRA Data Reported in SMS
	ET (SMS)
	

	15 Jun
	 
	UFR Submissions*
	Ed Operations Manager 

District Budget 
	 

	15-Jun
	 
	Asbestos Inspection Requirements Completed (and filed in AHERA Report binder)*
	Facilities Manager
	 

	15 Jun
	
	Summer Facilities POC Appointment (e-Mail)* (only if there is no AO (ako SMSS or RM) or the AO is on leave 
	Facilities Manager
	

	15-Jun
	 
	Cell Phone Reconciliation*
	Logistics Supervisor
	 

	15-Jun
	 
	Civilian Personnel Clearance Sheet (for employees who leave)*
	HR Team Leader
	 

	TBA
	 
	Copy of Transmittal Letter forwarding transcripts and withdrawal list for 2005-06 to DoDDS-E via certified mail(PDF copy email)*
	District Budget 
	 

	15-Jun
	 
	End-of-Year Trash Pickup Request
	Request thru host base after coordination with Budget
	 Trash collection is an O&M responsibility 

	15-Jun
	 
	New Principal Briefing Folder
	Assistant Superintendent 
	 

	15-Jun
	 
	Summer Itinerary and Contact Numbers (Principals)*
	DSO Secretary
	 

	15-Jun
	 
	Update Outlook (Resignations, Transfers, etc.)
	IT Customer Support Team Leader
	 

	15-Jun
	
	EDC Certifications of Payment for Current SY
	District Budget
	 

	15-Jun
	
	List of Retentions and Non-Graduating Seniors
	Assistant Superintendent & SPED Coordinators
	 

	29-Jun
	
	Wellness End of Year Summary
	Assistant Superintendent
	

	29-Jun
	
	Transcripts Printed and Signed (HS and MS)
	ET (SMS)
	

	20Aug
	
	Student Activity Fund Audit (Middle and High Schools)*
	District Budget
	 

	1st duty day
	
	Report to Duty Date (Principal) w/Dates and Hours Worked in August*
	DSO Secretary
	


The administrator should initial when each task is complete or enter “N/A.”

*Denotes requirement to send copy to POC.






Atch 1

End of Year Report


School Advisory Committee/Installation Advisory Committee/School Board
Name of School
School Year 2011-2012
1. SAC/IAC/Board Membership:

(Name, Position, Teacher/Parent/Liaison/Other):
John Doe, Chairperson, Parent

2. SAC//IAC/School Boards Meetings held during the reporting period: 

(Date, Attendance--include members of the SAC/IAC/Board):

October 5, 2010, 12

3. The goals and objectives of the SAC/IAC/Board: 

(List specific goals. If your goals mirrored the DoDEA Community Strategic Plan (CSP), notate with “CSP Goal #”.)

a. Goal 1:

b. Goal 2:

4. Measures of success in achieving each goal or objective listed above:

a. Goal 1
b. Goal 2:

5. Other matters addressed and any outcome from the work of the SAC/IAC/Board: 

(Please note as above if the item matched one of the goals of the DoDEA CSP):

a. School policies regarding students, parents and student activities:

Goal #4 - Reviewed parent communications tools and improved quality of newsletters.

b. Instructional programs and educational resources:

c. Allocation of resources within the school to achieve educational goals:
d. Pupil services (such as health, special education, testing, evaluation, counseling, and extracurricular activities):

e. Other:

6. List the major achievements of the committee during the reporting period:

7. List any concerns requiring additional review and recommendations for the succeeding SAC/IAC/Board:

8. List actions taken to strengthen and improve the local SAC/IAC/Board:

9. Recommendations for the improvement of the Local Education Advisory Program:

10. Additional comments (optional):

Questions regarding the content of this report may be addressed to the undersigned at (give telephone number) or School Principal Name at (give telephone number).

Signature Block

cc: 

As appropriate per the reference

Members
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SUMMER ITINERARY FOR SCHOOL ADMINISTRATORS

Name:  

Please

Principal


circle
 

School:  

one: 

Assistant Principal

	Dates
	 Destination (include address)
	Phone
	Emergency Contact Name


	Emergency Contact Phone #

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Return Date:


Email Address:  


School Contact: 

· Name:  

· Phone:  
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RETENTION LIST

SCHOOL YEAR 2011-2012
School: ____________________________

Retained Students (K-8)

	
Name
	Grade
	Individual Responsible for Monitoring

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Non-Graduating Seniors

	
Name
	Grade
	Individual Responsible for Monitoring

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Principal’s Signature
Date

Atch 4

	 
	Kaiserslautern DSO

Other User Factor Record
	 
	SY 11-12

	SCHOOL NAME:
	 
	 
	 
	No. hours 
	No. days

	Other Users Name
	Room Name / Number
	 
	Total SQ FT
	req per day
	per SY

	
	
	Date:
	Rooms Used
	Hours
	Days

	Chapel
	MPR 101
	 25 Nov 09
	       3,350 
	8
	1

	Girl Scouts
	Classrooms 12, 13, 14 & 25
	Jan - May 10
	       3,525 
	3
	22
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	School Employee Summer Calendar, 18 June - 21 August 2012

	School Name:  

	Job
	Employee
	18 - 22 June 2012
	 
	Job
	Employee
	25 Jun-29 July 2012

	Title
	Name
	18
	19
	20
	21
	22
	 
	Title
	Name
	25
	26
	27
	28
	29

	Secretary
	 
	 
	 
	 
	 
	 
	 
	Secretary
	 
	 
	 
	 
	 
	 

	Registrar
	 
	 
	 
	 
	 
	 
	 
	Registrar
	 
	 
	 
	 
	 
	 

	Supply Clerk
	 
	 
	 
	 
	 
	 
	 
	Supply Clerk
	 
	 
	 
	 
	 
	 

	OA Assistant
	 
	 
	 
	 
	 
	 
	 
	OA Assistant
	 
	 
	 
	 
	 
	 

	Library Tech
	 
	 
	 
	 
	 
	 
	 
	Library Tech
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Job
	Employee
	2 – 6 July 2012
	 
	Job
	Employee
	9 -13 July 2012

	Title
	Name
	2
	3
	4
	5
	6
	 
	Title
	Name
	9
	10
	11
	12
	13

	Secretary
	 
	 
	 
	 
	 
	
	 
	Secretary
	 
	 
	 
	 
	 
	 

	Registrar
	 
	 
	 
	 
	 
	
	 
	Registrar
	 
	 
	 
	 
	 
	 

	Supply Clerk
	 
	 
	 
	 
	 
	
	 
	Supply Clerk
	 
	 
	 
	 
	 
	 

	OA Assistant
	 
	 
	 
	 
	 
	
	 
	OA Assistant
	 
	 
	 
	 
	 
	 

	Library Tech
	 
	 
	 
	 
	 
	
	 
	Library Tech
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Job
	Employee
	16 – 20 July 2012
	 
	Job
	Employee
	23 July-27 July 2012

	Title
	Name
	16
	17
	18
	19
	20
	 
	Title
	Name
	23
	24
	25
	26
	27

	Secretary
	 
	 
	 
	 
	 
	 
	 
	Secretary
	 
	 
	 
	 
	 
	 

	Registrar
	 
	 
	 
	 
	 
	 
	 
	Registrar
	 
	 
	 
	 
	 
	 

	Supply Clerk
	 
	 
	 
	 
	 
	 
	 
	Supply Clerk
	 
	 
	 
	 
	 
	 

	OA Assistant
	 
	 
	 
	 
	 
	 
	 
	OA Assistant
	 
	 
	 
	 
	 
	 

	Library Tech
	 
	 
	 
	 
	 
	 
	 
	Library Tech
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Job
	Employee
	30 Jul– 3 August 2012
	 
	Job
	Employee
	6- 10 August 2012

	Title
	Name
	30
	31
	1
	2
	3
	 
	Title
	Name
	6
	7
	8
	9
	10

	Secretary
	 
	 
	 
	 
	 
	 
	 
	Secretary
	 
	 
	 
	 
	 
	 

	Registrar
	 
	 
	 
	 
	 
	 
	 
	Registrar
	 
	 
	 
	 
	 
	 

	Supply Clerk
	 
	 
	 
	 
	 
	 
	 
	Supply Clerk
	 
	 
	 
	 
	 
	 

	OA Assistant
	 
	 
	 
	 
	 
	 
	 
	OA Assistant
	 
	 
	 
	 
	 
	 

	Library Tech
	 
	 
	 
	 
	 
	 
	 
	Library Tech
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Job
	Employee
	13-17 August 2012
	
	Job
	Employee
	20-21 August 2012

	Title
	Name
	13
	14
	15
	16
	17
	
	Title
	Name
	20
	21
	
	
	

	Secretary
	
	 
	 
	 
	 
	 
	
	Secretary
	
	 
	 
	 
	 
	 

	Registrar
	
	 
	 
	 
	 
	 
	 
	Registrar
	
	 
	 
	 
	 
	 

	Supply Clerk
	
	 
	 
	 
	 
	 
	
	Supply Clerk
	
	 
	 
	 
	 
	 

	OA Assistant
	
	 
	 
	 
	 
	 
	
	OA Assistant
	
	 
	 
	 
	 
	 

	Library Tech
	
	 
	 
	 
	 
	 
	
	Library Tech
	
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Employee Name
	Date returns to school
	
	W = Working
	AL = Annual Leave
	
	
	
	
	

	Principal
	
	
	
	
	
	
	
	
	
	

	Asst Principal
	 
	 
	
	
	
	
	
	
	
	


Atch 6
Kaiserslautern District Office

End of Year Cell Phone Reconciliation
School: ________________________________  Date: _________

The following Cell Phones and materials have been inventoried and accounted for.  All Cell Phones are securely stored in the school.

*******************************************************************

              Cell Phone Model,         IMEI #               Cell Phone Number:


Example:  Motorola V550     359687086419093     0162-234-0123 

1.



2.



3.



4.



5.



6.

Materials also include: Case, CD Manual (English) Manual (German)

*****************************Nothing Follows*****************************

______________________________________

Principal’s Signature:

______________________________________

School Support Assistant’s Signature:

                                                                                                                     Atch 7

Wellness Update
School ___________________________________

Committee Members:

	Name
	Representing (e.g. parent, teacher, student, AAFES, etc.)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


List School Goals and give a BRIEF account of the status.

(For SY 11-12, you may not have goals set yet, so just provide a summary of your status).
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DSO POINTS OF CONTACT (POC) LISTING

Abbreviation
Title
Name
Budget Ofcr
Budget Officer
Steve Mitchell

Ed Ops Mgr
Education Operations Manager
Frank Simone

DSO Secretary
DSO Secretary
Rachel Porto



Sandy Hernandez-Jones

Asst Supt
Assistant Superintendent
Dr. Liz Dunham
ET

Educational Technologist
Willy Williams

ET (SMS)
Educational Technologist
Maria Lock




(Student Management System)



Fac Mgr
Facilities Manager
Paul Maloy

Budget Analyst
District Budget Analyst
Alan Post

Budget Assistant
District Budget Assistant
Larry Farlin

HR Team Ldr
Human Resources Team Leader
VACANT
IT Cust Spt Team
IT Customer Support Team
Jeff Rust


Coord
 Coordinator




CSI ISS
CSI ISS
Dr. Hoffman-Schmidt

SPED Coord
Special Education Coordinators
Melissa Kranz (ES)



Lynn Carey (MS/HS)

SS Spec
Safety and Security Specialists
Mike Bryant

Logistics Supervisor
Logistics Supervisor
Larry Mann

Administration Spec
Administration Specialist
Olivia Branch
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