Administrative Procedure 430 — Appendix

Appendix - PRINCIPAL’S CHECKLIST

TIMETABLE — MONTHLY

PASIPrep — Student Information System(SIS2245) ... mid-month
(to keep Alberta Education records up-to-date)

Student Transportation —
Parent Provided Transportation Contracts ........................ 10" working day of the next month
Attendance Sheet for the Month provided by Transportation

Online Timesheets:

Education Assistants.............ccccoeeeeeeen. Approve Monthly by Last Working Day of the Month
Facility SUpervisors.........cccceeeeeeeeieeviinnnnn. Approve Monthly by Last Working Day of the Month
School Secretaries/Library Clerks .........cccccceeeeee... Approve Monthly by the 22" of the month
TECNNICIANS ......uuiiiiiiiiiiii e Approve Monthly by the 22" of the month
Substitutes:

Substitute Secretaries/Library Clerks, Education Assistants

- Timesheets are not required for substitutes replacing another employee. Time will be
entered in the auto dispatch system
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TIMETABLE — SEPTEMBER

o EdUCALION ASSISTANTS ... Staff Meeting
e Enrolments: MyBudgetFile ... First Day of School
e School ASSESSMENT Plan.......coeiuieiii i First Day of School
o Professional Development — September In-School PD Day ...........cccccceeeeieeeenennnn, 2" Friday
¢ Staffing Assignments MyBudgetFile (preliminary) ..........cccooeeeiiiieiiiiiiiieee e, mid-month
e November Diploma Exam Sittings/Capacity Deadline...................coooiiiiiinnnn. mid-month
e Update Hour Zero Database ............c.covviiiiiiiiiii e, mid-month — On-going
(Site checklist and Emergency Response Binder)

e Student Scholarships — Eric and Agnes Dixon Scholarship ..............ccoeeeee. September 15
e Student Scholarships — Marsh Scholarship ..., September 15
o  SChOOI COUNCIIS ....uviiiiiiiiiiiiiie e New Executive Elected
o Year End Review for School Generated Funds ..........ccccccceeiiiiiennennns 39 week of September
o Enrolments: MyBudgetFile ... September 30
O EVACUALION SIES ... September 30
o Literacy and NUMEracy SCre€NErsS........c.oiiiiiiiii i, September 30
e September 30" Enrolment Count: PowerSchool SIS .........ccccoeovvveeeeieeecneeenne, September 30
e Professional Growth Plans:

Principals & Assistant PrinCipals .........cccooceiiiiieiiiiiicii e, September 30

Certificated Staff ... September 30
e School Council ANNUAl REPOIT ......ovviiiiiii e September 30
e Short-Term Professional Improvement Program ... September 30
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TIMETABLE — OCTOBER

e November Diploma Exam Registration Deadline.................cccooiiiiiiiiiii, October 1

e PowerSchool — Alberta Health Services Data EXPOrt ..........coooeeeiiiiieiiieeeeeeeeeeeeee, 1%t week

e PowerSchool SIS Student Enrolment & DemographiCs, ... on-going
High School Sections & Course Enrolments

e January Diploma Exam Sittings/Capacity Deadline..................cccooiiiiiiinnl. mid-month

e FES Course & Marks Submission or Modification (prior year) Deadline............... mid-month
Term 2, 3,4

o Fall Budget: MyBudgetFile .............oiiiiiiiiiiiie e October 31

o  SchoOl ASSUraNCe Plan....... ..o October 31

o School Mental Health Plan............cooiiii e, October 31

¢ Diploma Exams — Student Accommodations/Exemptions ............... set by Alberta Education

(Provincial Achievement Tests & Diploma Exams —
Student Accommodations/Exemptions)

LI Yo o [o o] I ©0 18 | (o3| =3P New Executive Elected

e Instructional Support Plans (ISPS)..........ccoiiiiiiiiee, First Reporting Period

TIMETABLE — NOVEMBER

e Christmas Concerts and PerformancCes ........ccooooveiieiiiiieeieeeeeeeeeee e November 1
o Request to use a Locally Developed Course in the Second Semester ................ November 1
e January Diploma Exam Registration Deadline ............ccoooeeeiiiiiiiiiiieeeeeeeeeen November 1
e PowerSchool SIS Student: Enrolment & DemographiCs, ........ccoooeeeieeeieeeeeeeeeeeeeeeen on-going
High School Sections & Course Enrolments
e November Diploma Exam Marks Due Date...............ccooiiiiinic mid-month
e January Grade 9 PAT Confirmation.............c.cooiiiiiiiiiiiis last week of November
e Scholarship INformation fOor TAA'S ... November 30
e Student Transportation — Staff Qualifications —
Operating of SChool BUSES/VANS .........ccoovviiiiiiiiiiiiiiiii November 30
o School Fees Email Campaign..........oooiriiiiiiii i November 30
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TIMETABLE — DECEMBER

FES Adjustments/Changes to Enrolment Data and Coding in PASI.................. December 1
FES Resolution of Priority School Conflicts.............ooiiiii, mid-month
Projected Enrolments for next school year: MyBudjetFile.........................o mid-month
PowerSchool SIS Student: Enrolment & DemaographiCs, ......cccooeeevvivviiiiiiiiieeeeceeinns on-going

High School Sections & Course Enrolments

Copyright Performance REPOIT .........cooiiiiiiiiiei e e e e e e eeeaees December 31

TIMETABLE — JANUARY

PowerSchool SIS Student: Enrolment & DemaographiCs, ......ccccooeeevivvviiiiiiiiieeeeceeinnn, on-going
High School Sections & Course Enrolments
15t Semester Diploma & Non-Diploma School Mark Due Dates ............ last week of January
Outstanding School Fees Email Campaign ............ccccceeeeeeeeeeeeeevinnnnnn. last school working day
Integrated Computer Technology (ICT) — OUtCOMES ........ccvvvviieeieeeereeeniiinnnnn. end of January
Senior High Schools — Semester 1 Classes Only
(Intranet)
FOIP — reVISION FEOUESTES ....coeieieiie e January 31
Literacy and Numeracy Screeners (as needed)...........cooveieiiiiiiiiiiiinnnanns January 31
School Fees Email Campaign........ccoeiuieiiiiiii e January 31

TIMETABLE — FEBRUARY

e April Diploma Exam Sittings/Capacity Deadline...............ccooiiiiiiiiiiiiis February 1

e PowerSchool — Alberta Health Services Data Export of New, ...........cccoeeeeeieieeiieeeeenn, 15t week
Transferred or Withdrawn Students from Previous months

e PowerSchool SIS Student: Enrolment & Demographics, .........ccccovvvviiieieeeeeeeveiiiinnnnn. on-going
High School Sections & Course Enrolments

o April Diploma Exam Registration Deadline..............c.coiiiiiiiiiiiiiiiiee, mid-month

e Fees for both lost library books and lost textbooks......................... last school working day
entered in Rycor

o All fee waivers entered in RYCOr...........cooiiiiiiii, last school working day

e School Fees Email Campaign...........coooviiiiiiiiiiiiee last school working day

e High School Literacy and Numeracy Screeners (Semester 2)......................... February 28

Modified: May 8, 2023 Black Gold School Division Page 4 of 7

Administrative Procedures



TIMETABLE — MARCH

I €T To [UF=1 o] o I O = =T g To] 1= PP March 1

e May/June Grade 6 & 9 PAT Confirmation + Special Format Materials..................... March 1

e PowerSchool SIS Student: Enrolment & DemographiCs, ... on-going
High School Sections & Course Enrolments

I S | Y o] o] o= 1 o] o F= U SURPPPPRR March 15
(Contact Student Services for information)

¢ June Diploma Exam Sittings/Capacity Deadline.......................ocooeee. last week of March

e OQutstanding School Fees Email Campaign...............ccoovviiiiieneen. . last school working day

o Copyright Performance REPOIT ......ccoooiiieiieeeeeee e March 31

o Projected Enrolments: MyBUdQEtFIle ........coooiiiiiiiiii e March 31

TIMETABLE — APRIL

e PowerSchool SIS Student: Enrolment & Demographics, .........ccccovvviiieeiieeeeceeviiinnnnn. on-going
High School Sections & Course Enrolments

e June Diploma Exam Registration Deadline ............cccooeiiiiiiiiin 2" week of April

e April Diploma Exam School Mark DUE..........c.cooiiiiiii e mid-month

o Verify PAT Materials. ... ..o.oiiiii i mid-month

e Evaluation of the Teacher — Teacher Evaluation Summary Report ..............cccevvvvnnnn. April 30

e Projected Enrolments: MyBudgetFile ... April 30

o Support Staff Evaluations...........coii i April 30

TIMETABLE — MAY

e Request to use a Locally Developed Course in the following school year  ............. May 1

e Summer School/Off Campus Declaration...............cooiiiiiiii May 1

o PowerSchool (New Year Preparations) .........cccceeeviieeiiiiiiiiiiiineeeeeeeeeees throughout the month

e PowerSchool SIS Student: Enrolment & Demographics, .........ccoveeeeeiiiiiiieeeeeeeiiiinnnn. on-going
High School Sections & Course Enrolments

®  LONQG SEIVICE AWAITS ... mid-month
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FES Course & Marks Submission or Modification (prior year) Deadline............... mid-month
INSTFUCTIONAI HOUIS ... mid-month

PowerSchool — Alberta Health Services Data Export of New, ..........ccc......... last week of May
Transferred or Withdrawn Students from Previous months

Professional Growth Plans — End of Year Summaries:
Certificated Staff .........iii i May 31

TIMETABLE — JUNE

PowerSchool SIS Student: Enrolment & DemographiCs, ... on-going
High School Sections & Course Enrolments
Literacy and Numeracy Screeners (asneeded).............cooiiiiiiiiiiiii i, June 15
Diploma & Non-Diploma School Mark Due Dates ..........ccccceeeeeeeeeeiivininnnnnn. last week of June
August Diploma Exam Sittings/Capacity Deadline........................ooel. last week of June
Summer & September INfFOrmMation ................eeeueeiiiiiimiiiiiiii. last day of classes
Textbook and Library books to be returned in Destiny.................... last school working day
Summer School/Off-Campus ENrolMeNtS...........cooiviiiiiiiiiiiieec e June 30

Professional Growth Plans - End of Year Summaries:
Principals & Assistant PrinCIPalS .........cooooiiiiiiiie June 30

TIMETABLE = JULY

e Professional Growth Plans — Principals’ Summaries .........ccccooooeiiiiiiiiiiiii e, July 1
o PASIPrep — Close-Out School ENrolMENtS ........coeieeeeiiiiiiiiiii e, 15t week
e PASIPrep — August Diploma Exam Registration .............ccceevieeiiiiiiiiiiiieieee e 15t week
o Textbook and Library book fees to be entered in Rycor.................... End of 15" week of July
e PowerSchool SIS Student: Enrolment & DemographiCs, ........ccoooeeiieeiieeeeeeeeeeeeeeen on-going
High School Sections & Course Enrolments

e Student Scholarships — Greg Sylvester Memorial Scholarship ..........cccccoooooiiiiiiiinnnnn. July 15
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TIMETABLE — AUGUST

e Summer School Diploma & Non-Diploma School Marks................c.cocooiiiiinn. 15t week

e PASIPrep — Close-Out Summer School Enrolments
e Education Assistants

e Summer School Work Experience Mark Submission

......................................... Staff Meeting

............................................ mid-month

Modified: May 8, 2023 Black Gold School Division Page 7 of 7
Administrative Procedures



