Department of Defense Dependents Schools
SOP 05-15

Kaiserslautern District Office
August 2012
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STANDARD OPERATING PROCEDURE

OPENING-OF-SCHOOL CHECKLIST

Purpose:  To provide guidance and establish procedures for the orderly opening of the school year and to ensure that school administrators have submitted required reports and perform required tasks.

Applicability:  This guidance applies to all Kaiserslautern District administrators with responsibilities for ensuring that opening-of-school reports and assignments are completed in a timely and appropriate manner.

Procedures:

1.  The administrator shall review the opening-of-school checklist (Atch 1) and identify those required tasks, reports, and assignments that are applicable to them.  POCs for each action will maintain a record of completion for each administrator.  The checklist also includes tasks that must be accomplished throughout the school year.

2.  As tasks, reports, and assignments are completed, the checklist should be annotated by the administrator, indicating date of completion. 

3.  The attached checklist does not reflect all tasks required for the successful opening of school.  

Controls:
1. Opening-of-School Checklist annotated by administrator/POC.

2. Suspense dates have been met.

// original signed //

DELL W. MCMULLEN

Superintendent

11 Attachments:

1. Opening-of-School Checklist

2. Key Control Officer Appointment Letter

3. School Cash Collection Officer Appointment Letter

4. Official/Accountable Mail Appointment Letter

5. Chemical Hygiene Officer (ChO) Appointment Letter

6. Blood Borne Pathogen Exposure Control Advisor Appointment Letter

7. Staff and Student Internet Access Agreement Verification Form

8. Asbestos Notification Letter to Staff and Parents

9. Registrar Appointment Letter
10.  Telephone Usage Agreement

11. Internet Access Agreement

12. DSO POCs
Kaiserslautern District Opening-of-School Checklist SY 12-13
Principal: _______________________________  School: _______________________

	ITEM
	Suspense
	DSO POC
	Completed 

	Appointment Letters/Certificates

	Key Control Officer Appt Ltr 

(Atch 2)
	10 Sep
	Mike Bryant*
	

	School Cash Collection Officer (Tuition/CCV) Appt Ltr (Atch 3) (only if change of personnel)
	10 Sep
	Alan Post *
	

	School Cash Collection Officer (Tuition/CCV) Appt Ltr Back up (Atch 3) (only if change of personnel)
	10 Sep
	Alan Post *
	

	School Registrar Appointment Ltr (Atch 9) (only if change of personnel)
	10 Sep
	Alan Post *
	

	School Alternate Registrar Appointment Ltr (Atch 9) (only if change of personnel)
	10 Sep
	Alan Post *
	

	GPC Cardholder/Approving Official Certificates

(only if change of personnel)
	10 Sep
	Alan Post *
	

	Cellphone Usage Agreement verified (Atch 10)
	10 Sep
	Jerry Elder 
	

	Official/Accountable Mail Appt Ltr 

(Atch 4)
	10 Sep
	Jerry Elder 
	

	Asbestos Coordinator Appt Ltr from Director, DoDDS-E (New Principals Only)
	10 Sep
	Paul Maloy *;

DoDDS-E Facilities Engineer*
	

	Discipline Committee Appointments
	10 Sep
	Olivia Branch
	

	Chemical Hygiene Officer (ChO) Appt Ltr 

(MS, HS Only) (Atch 5)
	1 Oct
	Mike Bryant*
	

	Blood Borne Pathogen Exposure Control Advisor 

Appt Ltr  

(Atch 6)
	1 Oct
	Mike Bryant*

Misi Krantz *
	

	Crisis Management Team Appointment
	1 Oct
	Mike Bryant*
	

	Reports

	MMS Validation
	1st of every

Month
	Rachel Porto 


	

	Time and Attendance for Principals
	COB 2nd Tuesday of Pay Period
	Rachel Porto *
	

	Students Computer/Internet Access Verification (Atch 7)
	14 Sep
	Greg Surber
Isaiah Bellais
	

	Student Bus Safety Training Fall Report
	o/a 28 Sep
	Otto Mueller*
	

	Authority to Certify Funds 

(For new principals and assistant principals.)
	1 Oct
	Steve Mitchell *
	

	Proposed Administrator 222-Day Calendar
	27 Aug
	Rachel Porto*
	

	Key School/Community Members:

(CO, XO, SLO, SAC/PTSA Chairs, including phone numbers, post office and e-mail addresses)
	1 Oct
	Olivia Branch*
	

	EDC Log with activity description 
	14 Sep
	Alan Post *
	

	EDC Log with sponsor selections
	19 Oct
	Alan Post
	

	ITEM
	Suspense
	DSO POC
	Completed 

	Training and Briefings

	Level I Antiterrorism Training  
	15 Oct
	Mike Bryant*
	

	Blood Borne Pathogen Exposure Control Training Certificate
	15 Oct


	Mike Bryant*
	

	Ethics Training Certificates (OGE form 450 or 450A) 

(Original signatures, dated 1 Jan or later)
	15 Oct
	Olivia Branch*
	

	PA & PPI/PII Training- Submit Roster of completed tng

(Annually: All DoDEA employees)
	15 Oct
	Olivia Branch*
	

	No FEAR (All employees must complete within 90 days of employment- Require every two years)
	15 Oct
	Olivia Branch*
	

	DoD IA Awareness

http://iase.disa.mil/eta/index.html#onlinetraining
	30 Sept
	Olivia Branch*
	

	Miscellaneous

	MS Outlook Update (New/Reassigned Employees)
	21 Aug/ASAP
	Jeff Rust
	

	Student/Parent and Substitute Handbooks

(Send original working documents- No Scanned Copies)
	28 Aug
	Olivia Branch*
	

	Emergency/Recall Telephone Roster
	4 Sep
	Sandy Hernandez-Jones*
	

	Scanned copies of the fully completed Internet User Agreement for every non-student requiring computer access.  (Attachment 11)
	30 Sep
	Greg Surber

Isaiah Bellais * 
	

	Inspections

(Fire, Bio-environmental, Safety, Physical Security)
	29 Sep
	Mike Bryant*
	

	Hand Receipt Holder’s Self-Assessment 

(See Friday Directives, date will vary; Fall 2010)
	29 Sep
	Jonathan Harris *
	

	Sub-hand receipts signed and on file
	29 Sep
	Jonathan Harris*
	

	Asbestos Notification Letter to Staff and Parents  

(Atch 8)
	15 Oct
	Paul Maloy *
	

	Periodic Surveillance of Asbestos

Containing Material


	15 Oct/15 Apr
	Paul Maloy
	


*Submit a copy to the POC 
Atch 1
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Date ________________

MEMORANDUM FOR ________________________________

SUBJECT:  Duty Appointment – Key Control Officer Appointment

1. Authority:  DoDEA Regulation 4700.2, 27 March 2001, Enclosure 3, E3.1, Key and Lock Control.

2. Effective Date:  This appointment is effective ________________, 2012, or until revoked by my successor or me or you are no longer in your present position.

3. Purpose:  To perform duties outlined in the above-cited regulation.

4. Special Instructions:  To become familiar with DoDEA Regulation 4700.2 and perform all duties as indicated in the regulation, including overall supervision of the key and lock control program (including electronic systems), the supply of locks and how they are stored, the issuance and handling of keys, records maintenance, investigation of lost keys, and maintenance and operation of key repositories.

____________________________

Signature of Principal

I am familiar with DoDEA Regulation 4700.2 and understand my responsibilities as Key Control Officer.

__________________________      
____________________________


Date
Signature of Appointee

cc:

DSO Safety and Security Specialist
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Date ________________

MEMORANDUM FOR ________________________________





(Name of Individual)
SUBJECT:  Duty Appointment – School Cash Collection Officer (Primary or Backup)
1. Authority:  DoDEA Student eligibility and Enrollment Data Handbook.

2. Effective Date:  This appointment is effective _____________________, 2012.  This responsibility cannot be delegated and is effective until revoked by my successor or me, or until you are no longer in your present position. 

3. Responsibilities:
a. Receive tuition payments and issue receipts (in accordance with Chapter 10 of the DoDEA Student Eligibility and Enrollment Data Handbook).


b. Prepare and submit DD form1131, Cash Collection Vouchers (CCVs).

c. Maintain records of all payments received.

4.
Special Instructions:  As the school cashier, you will not have access to student files.

____________________________

Signature of Principal

I am familiar with Chapter 10 of the DoDEA Student Eligibility and Enrollment Data Handbook and understand my responsibilities as School Cash Collection Officer. 

__________________________      
____________________________


Date
Signature of Appointee

cc: 

DSO Financial Mgmt Specialist

Atch 3
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Date ________________

MEMORANDUM FOR ________________________________

SUBJECT:  Duty Appointment – School Official/Accountable Mail Officer

1. You are hereby appointed as school official/accountable mail officer for _______________

____________________________School. 

2. Effective Date:  This appointment is effective ________________, 2012.  This responsibility cannot be delegated and is effective until revoked by my successor or me, or until you are officially relieved or released from appointment. 

____________________________

Signature of Principal

I understand my responsibilities as School Official/Accountable Mail Officer.

__________________________      
____________________________


Date
Signature of Appointee

cc: 

DSO Logistics Mgmt Specialist

Atch 4
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Date ________________

MEMORANDUM FOR ________________________________

SUBJECT:  Duty Appointment – Chemical Hygiene Officer

1. Authority:  DoDEA Regulation 4800.4, paragraph7a and b, Chemical Hygiene and Safety Program. 

2.  Effective Date:  This appointment is effective ________________, 2012.  This responsibility cannot be delegated and is effective until revoked by my successor or me, or until you are officially relieved or released from appointment. 

3.   Purpose:  To perform duties outlined in the above cited regulation. 

4.  Special Instructions:  You are to become familiar with DoDEA Regulation 4800.4 and perform all duties as indicated in the regulation.  You are to conduct and maintain an annual inventory of all chemicals IAW DoDEA Regulation 4800.4.

____________________________

Signature of Principal

I am familiar with DoDEA Regulation 4800.4 and understand my responsibilities as School Chemical Hygiene Officer.

__________________________      
____________________________


Date
Signature of Appointee

cc: 

DSO Safety and Security Specialist











Atch 5

	[image: image9.jpg]



	DEPARTMENT OF DEFENSE

DEPENDENTS SCHOOLS

OFFICE OF THE PRINCIPAL

 
	[image: image10.png]SNT Op

& N

(l»
-':,s( OE'NTS SC’
‘hlutbl P “







Date ________________

MEMORANDUM FOR ________________________________

SUBJECT:  Duty Appointment – Blood Borne Pathogen Exposure Control Advisor

1.  Authority:  DoDEA Regulation 4800.5, paragraph 3a and b, Blood Borne Pathogen Exposure Control Program.

2.  Effective Date:  This appointment is effective ________________, 2012.  This responsibility cannot be delegated and is effective until revoked by my successor or me, or until you are officially relieved or released from appointment. 

3.  Purpose:  To perform duties outlined in the above cited regulation. 

4.  Special Instructions:  To perform all duties as indicated in the above-cited regulation, including, conducting exposure control training IAW paragraphs 4a and c.

____________________________

Signature of Principal

I am familiar with DoDEA Regulation 4800. 5 and understand my responsibilities as School Blood Borne Pathogen Exposure Control Advisor.

__________________________      
____________________________


Date
Signature of Appointee

cc: 

DSO Safety and Security Specialist


DSO Secondary Special Education Liaison
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Date ________________

MEMORANDUM FOR
KAISERSLAUTERN DISTRICT SUPERINTENDENT’S OFFICE 


District Education Technologist

SUBJECT:  Staff and Student Internet Access Agreement

I hereby certify that all students and staff at ______________________________________


(Name of School)

have signed the Internet Access Agreement for SY 2012-2013.
____________________________

Signature of Principal
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Date
MEMORANDUM FOR STAFF AND PARENTS

SUBJECT:  Notification of AHERA Inspection (or Re-inspection)

1.
As required by the Asbestos Hazard Emergency Response Act (AHERA) of 1986, our buildings have been inspected (or re-inspected if appropriate) for asbestos-containing materials (ACM).  The most recent inspection was conducted on (take from the school’s most recent Asbestos Management Report) in accordance with Environmental Protection Agency (EPA) regulations and Department of Defense Education Activity (DoDEA) policy.

2.
The results of the inspection (or re-inspection) indicate we have the following asbestos materials in our building(s):  (Refer to Section 6.0, Removed ACM, Table 6.1 of the Asbestos Management Plan addendum).

THE FOLLOWING ITALICIZED TEXT IS AN EXAMPLE OF HOW TO PRESENT THE INFORMATION:

· vinyl floor tiles in the administrative offices, teachers’ lounge, and first floor classrooms and hallways of Bldg 2001,

· insulation on steam pipes in the boiler room of Bldg 2002,

· cement roof panels on the walkway between Bldg 2001 and 2002.

3.
The insulation on the steam pipes has been recommended for removal.  Project specifications are being prepared and the project is expected to be completed during the summer recess.  The cement roof panels were removed during the exterior renovations over the summer recess this year.  The inspectors found the vinyl floor tiles to be in good condition and indicated that there is no reason to remove them at this time.

4.  As required by the EPA, a periodic surveillance program is in effect for asbestos materials that remain in place and their condition will be closely monitored.

5.  A copy of the Asbestos Management Plan is kept in our office and is available for your review.  If you have any questions or concerns, please do not hesitate to contact me.

John Q. Public

Principal

cc: 

DSO Facilities Engineer 

DoDDS-E Facilities Engineer
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Date ________________

MEMORANDUM FOR _______________________________
    Enrollment and Eligibility POC

SUBJECT:  Duty Appointment – School Registrar (Primary/Alternate) 

4. Authority:  DoDEA Student eligibility and Enrollment Data Handbook.

5. Effective Date:  This appointment is effective _____________________, 2012.  This responsibility cannot be delegated and is effective for the duration of SY 12-13, or until you are officially relieved or released from appointment. 

6. Responsibilities:
d. Receive enrollment, eligibility and tuition documents. Ensure receipts are issued (in accordance with Chapter 10 of the DoDEA Student Eligibility and Enrollment Data Handbook) tuition-paying sponsors.


e. Prepare and submit the DSE 805-R List of Tuition Paying Students to DoDDS-E.

f. Maintain records of all student enrollments.

4.
Special Instructions:  As the school registrar, you will not have access to monetary items.

__________________________

Signature of Principal

I am familiar with the DoDEA Student Eligibility and Enrollment Data Handbook and understand my responsibilities as School Registrar.

__________________________      
__________________________


Date
Signature of Appointee
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DEPARTMENT OF DEFENSE DEPENDENT SCHOOLS – EUROPE 

CELL PHONE USAGE AGREEMENT
I have been provided with a copy of DoDDS-E Telephone Usage SOP and I hereby agree to the following terms and conditions:

· I understand that it may be illegal and violate government regulations to use a government cellular phone to conduct personal business, personal advertising or personal gain.

· I will use the government mobile device to conduct only official government/DoDDS-E/DoDEA related work.

· If I am issued any DoDDS-E owned mobile device, I will be responsible for any activity that may take place on this account and I also will be responsible for the safeguarding of the PIN number to access the device.

· I understand that individuals using DoDDS-E telecommunications equipment and services are subject to having their activities on the system monitored and recorded.  I understand that if such monitoring reveals possible evidence of criminal activity or activity in violation of the above conditions, evidence may be forwarded to law enforcement officials or DoDDS-E officials for use in possible adverse personnel actions or criminal proceedings.

Having read the above statement and the DoDDS-E Telephone Usage SOP, I agree that if I am issued a DoDDS-E mobile device, I will safeguard the equipment and services when I am on and off duty.  I agree to all the terms and conditions as stated.

_______________________________________________________________________

Employee Name (Please Print)
________________________________________

_____________________

Signature








Date
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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
DSO Secretary
DSO Secretary
Sandy Hernandez-Jones

Asst Supt
Assistant Superintendent
Dr. Liz Dunham

ET

Educational Technologist
Kevin Schile
ET (SMS)
Educational Technologist
Maria Lock




 (Student Management System)



Fac Engineer
Facilities Engineer
Paul Maloy





Larry Hoskins

Budget Analyst
Budget Analyst
Alan Post

HR Team Ldr
Human Resources Team Leader
Collette Franklin
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)



Peggy McInvale (MS/HS)

SS Spec
Safety and Security Specialists
Mike Bryant

Logistics Supervisor
Logistics Supervisor
Larry Mann

Admin Spec
Administrative Specialist
Olivia Branch
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