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California School-Age Families Education (Cal-SAFE)
Required Documentation Timeline
2016-2017 






Please submit documentation to Tania Lopez at tlopez@sandi.net and 
CC Lidia Leon at lleon@sandi.net .
Items in RED are for Counselor and Nurse to submit.
Items in GREEN will not be submitted, but will be monitored upon site visit.
	Due Date:
	Documentation:
	Done?

	August 24th and 25th
	Check out Camera, SD Card and SD Reader.
	

	Immediately Upon Enrollment
	Teachers and assistants begin anecdotal observations and collection of documentation
	

	Sept. 9th
	· Staff Emergency Forms
· Classroom Assignment and Schedules
· Daily Schedule
· Lesson Plans for September
	

	Sept. 30th
	· Staff Meeting Agenda and Sign-In Sheet
Substitute Binder Must be Completed
	

	Oct. 3rd
	· Lesson Plans for October
· September Weekly Care Sheets Due
	

	Oct. 31st
	· Staff Meeting Agenda and Sign-In Sheet
	

	Nov. 3rd
	· Lesson Plans for November
· October Weekly Care Sheets Due
	

	Nov. 28th
	Begin working on DRDP Assessments
	

	Nov. 30th
	· Staff Meeting Agenda and Sign-In Sheet
	

	Dec. 1st
	· Lesson Plans for December
· November Weekly Care Sheets Due
	

	Dec. 9th
	· DRDP Individual Assessments
· Staff Meeting Agenda and Sign-In Sheet
· Infant/Toddler Information Sheets 
Student Needs Assessments
	


	Jan. 3rd
	· Lesson Plans for January
· December Weekly Care Sheets Due
	

	Jan. 13th
	· DRDP Parent Surveys
· DRDP Parent Conferences
· DRDP Summary of Findings
· ITERS Profile
· ITERS Summary of Findings
	

	Jan 31st
	· Staff Meeting Agenda and Sign-In Sheet
	

	Feb. 3rd
	· Lesson Plans for February
· January Weekly Care Sheets Due
	

	Feb. 28th
	· Staff Meeting Agenda and Sign-In Sheet
	

	Mar. 3rd
	· Lesson Plans for March
· February Weekly Care Sheets Due
	

	Mar. 24th
	· Staff Meeting Agenda and Sign-In Sheet
· Infant/Toddler Information Sheets
	

	Apr. 7th
	· Lesson Plans for April
· March Weekly Care Sheets Due
· DRDP Assessments
	

	Apr. 14th
	· DRDP Parent Surveys
· DRDP Parent Conferences
· DRDP Summary of Findings Follow Up
· ITERS Profile
· ITERS Summary of Findings Follow Up
Student Needs Assessments
	

	Apr. 28th
	· Staff Meeting Agenda and Sign-In Sheet
	

	May 3rd
	· Lesson Plans for May
· April Weekly Care Sheets Due
	

	May 31st
	· Staff Meeting Agenda and Sign-In Sheet
	

	Jun. 2nd
	· Lesson Plans for June
· May Weekly Care Sheets Due
	

	June 15th
	· Staff Meeting Agenda and Sign-In Sheet
· Weekly Care Sheets Due
· Check in Cameras, SD Card, and SD Card Reader.
· Turn All Sign-In Sheets
· All Drop Forms
	


[bookmark: _GoBack]INSTRUCTIONS FOR SUBMITTING DOCUMENTS

1. Scan the original document and send(e-mail) to yourself
2. Open the document in your e-mail, rename the document, and save onto your computer according to samples below
3. Send an e-mail with the saved and renamed document attached to tlopez@sandi.net and label the document as directed 
4. In the subject line of the e-mail enter the name of the document
5. Copy yourself on this e-mail so you have a record of it having been sent
6. If you receive an error message that the mailbox is full re-send it the following day

Examples:
    Site-Teacher’s Last Name-Name of Document-Date
    Garfield-McDaniels-Classroom Assignment Schedule-90916
    Twain-Khojasteh-September Lesson Plans-90916
 


DOCUMENTS SENT AND NOT TITLED AS DIRECTED WILL NOT BE ACCEPTED

Completed Sign-In Sheets, Rosters and Weekly Attendance submissions will remain the same.
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