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CLOSING DAYS OF SCHOOL
The 2010-2011 school year for all students and teachers will conclude on Tuesday, June 28, 2011.  Students in grades 1-11 are required to complete a full 180-day school year, as mandated by the State Board of Education and by Boston School Committee policy.  Those schools that have not fulfilled their 18 hours of professional development obligation must do so by Monday, June 27, 2011.

The release date for high school seniors shall be Tuesday, June 7, 2011.   Parents must be notified of the release schedule for seniors in writing and in the language of the home.

On Monday, June 27, 2011 and Tuesday, June 28, 2011, students will be dismissed in accordance with the standard early dismissal (“half-day”) procedure.  These early dismissal days are offered to provide for the continuing improvement of educational services for students during the closing days of school.  Headmasters and Principals are directed to plan a full schedule for teachers for June 27 and June 28.  Parents must be notified of this early release schedule for students in writing and in the language of the home or by Connect-ED, no later than Monday, June 13, 2011.  The letter of notification should also point out that students transported to “alternate drop-off locations” will be bused to those same alternate locations the last two days of school.  Parents should be informed that arrangements must be made to pick up their children at these locations.

All school plans must meet the requirements of the State Department of Elementary and Secondary Education regulations regarding early release days.  Early release activities will include but not be limited to the following:

1.
Scheduling parental conferences

2. Convening SPED Annual Review Team Meetings

3. Scheduling make-up exams

4. Working on Whole-School Improvement Plans

5. Sorting and binding student records for transfer in August

These afternoon sessions are planned to address the needs of all students and to afford the maximum opportunity for all students and parents who have been affected by the Boston Public Schools Promotion Policy to achieve successful progress.

Half-day Kindergarten Program at the Quincy Elementary School: The last day of school for children at the half-day kindergarten program at the Quincy will be Friday, June 24, 2011.  Parents of half-day kindergarten  students must be notified of this school closing date in writing and in the language of the home or by Connect-ED, no later than Monday, June 13, 2011.

All other K0,K1 and K2 Programs: The last day of school for these programs will be Tuesday, June 28, 2011.  These programs will have early dismissal in accordance with the early release day schedule on Monday, June 27 and Tuesday, June 28.  Parents must be notified of this schedule in writing and in the language of the home or by Connect-ED, no later than Monday, June 13, 2011.

Food Services: Breakfast and lunch will be served in all schools through Friday, June 24, 2011.  Breakfast will be served on Monday, June 27th, Early Release Day. There will be No Meals served on Tuesday, June 28, 2011.

Hourly cafeteria personnel will terminate work on Monday, June 27, 2011.  Satellite Attendants will be on duty through Tuesday, June 28, 2011. Cafeteria Managers are expected to be on duty through Thursday, June 30, 2011
REMINDERS

1. Headmasters, Principals and other Administrative Heads are obliged to complete the following checklists and submit them to the designated offices:

a. End-of-year Checklist (Attachment 1) – submit to your Operational Leader no later than June 30.

b. 2011 Summer Record Retrieval (students transferring to a private / parochial / charter or another school district) - During the summer, many requests for school records come into Central Offices.  These requests are often urgent and need a response immediately.  Please identify an individual at your school to be responsible for responding to record requests.

All requests will be faxed to you from Central Office, via the attached form (Attachment 2) “Request for Records.”   

c. Opening of School Readiness Checklist (Attachment 3) - Please fax to Facilities Management (635-9306), no later than Thursday, June 30.

d. Principals who will not be returning to their buildings for school year 2011-2012, should turn in their building keys and Nextel Phones to their Operational Leader no later than Thursday, June 30, in order for the Operational Leader to turn over to incoming principals.
2. Other required reports should be submitted to the designated offices immediately upon the close of school.  Headmasters and Principals will remain on duty until all responsibilities have been completed.

3. Student Records must be prepared for transfer and stored in the Principal / Headmaster’s office or other secure location in preparation for transfer in August.

4. All parents must be notified in writing and in the language of the home or by Connect-Ed, of the early dismissal dates and times.

Summary of significant dates and deadlines:

	Date
	Activity

	June 7
	Last Day for Seniors

	June 13
	Parents Notified of Early Dismissal Days and Last Day of School

	June 24
	Last Day for Half-day Kindergarten & Early Childhood Students

	June 27
	Early Dismissal for Students

	June 28
	Early Dismissal and Last Day for Students

	June 30
	School Readiness Checklist Due to Facilities Management (Fax:  635-9306)

	June 30
	Keys to Buildings & Cell Phones Returned for Those Principals / Headmasters Not Returning Next School Year.

	June 30
	End of Year Checklist Due to your Operational Leader


For more information about this circular, contact:

	Name:
	Carolyn Hajjar, Staff Assistant

	Department:
	Superintendent’s Office

	Mailing Address:
	26 Court Street, Boston, MA  02108

	Phone:
	617-635-9055

	Fax:
	617-635-9059

	Email:
	chajjar@boston.k12.ma.us


Carol R. Johnson, Superintendent
Attachments

ATTACHMENT 1

END OF YEAR CHECKLIST

FOR PRINCIPALS AND HEADMASTERS
SCHOOL: _______________________    PRINCIPAL / HEADMASTER: _________________________

CLUSTER: _______________
        

            

DATE: __________________________


Please utilize this form as a self-check list for closing-of-school activities.  

If you have any difficulty completing specific items, you should contact 

the appropriate department head for assistance.

Submit to your Operational Leader no later than June 30, 2011.

     1.
Office Issues:


Student Information Systems / Student Records:
   FORMCHECKBOX 

Checked for accuracy on all personal information on student records.

   FORMCHECKBOX 

Assured that all student records are on file in school office.

   FORMCHECKBOX 

Checked for accuracy on all computerized attendance.

   FORMCHECKBOX 

Recorded all achievement test data on or attached to cumulative records.

   FORMCHECKBOX 

Made sure that all attendance on cumulative record is in agreement with computerized attendance.

   FORMCHECKBOX 

Provided listing of all students failing for the year.

   FORMCHECKBOX 

Provided listing of all students being promoted.

   FORMCHECKBOX 

Organized student records for those students leaving building and have ready for transfer of same in August  (c.f. Superintendent’s Circular: Preparation of Pupil Records for Transfer and Schedule of Transfer Dates), including Health Records and Disciplinary records.

   FORMCHECKBOX 

Secured all student records for summer months in main office.

   FORMCHECKBOX 

Recorded next year’s start-up data on all student records.

   FORMCHECKBOX 

Finalized all grade reports.

   FORMCHECKBOX 

Assured keys needed for summer access for records will be available to responsible staff.

   FORMCHECKBOX 

Contacted Records Manager Charles Childress with any "end of school year" records issues you may have, such as large or small records transfers to Boston City Archives or the commercial records storage company (ARMS).  You may contact Charles at 635-9037 or email him at    cchildress@boston.k12.ma.us  

Notices to Parents / Students:
   FORMCHECKBOX 

Distributed summer reading list.

   FORMCHECKBOX 

Provided summer activities listing to students / parents.

   FORMCHECKBOX 

Notified all parents of the early release on last two days of school.

   FORMCHECKBOX 
 
Notified all parents of the first day of school.

   FORMCHECKBOX 

Informed parents of School Uniform Policy for next School Year.


Reports:
   FORMCHECKBOX 

Identified school personnel authorized to respond to requests for student records during summer months.

   FORMCHECKBOX 

Completed all monthly reports for June.

   FORMCHECKBOX 

Completed evaluations of all appropriate personnel and submitted to Human Resources.

   FORMCHECKBOX 

Noted date of principal’s / headmaster’s reporting to work for next School Year.

   FORMCHECKBOX 

Met with School Site Council to review and formulate next year’s School-Based Rules.

   FORMCHECKBOX 

Completed final draft of School-Based Rules and submitted to printer.

      2.
Office of Language Learning and Support Services (OLLSS) Issues:

Instructional Materials:

   FORMCHECKBOX 

Collected, inventoried, labeled and stored separately all ESL and content subject materials / textbooks for English Language Learners.

   FORMCHECKBOX 

Printed the following lists from MyBPS; filed them for reference in September; and saved them electronically on a disk / thumb drive or a computer that will be secure during the summer.



May 2011 LEP Report



May 2011 FLEP Report



June 2011 List / Excel file of Updated ELD Levels for all LEP students.

   FORMCHECKBOX 
  
Filed these documents in each ELL / LEP or FLEP student’s ELD folder:



- Copies of all TBE Waiver Requests



- (1st year ELL students, grades 9-12) Packet from Newcomer Assessment and 

                            Orientation Center



- (LEP K-12) ELD Update Checklist

- (LEP Grades 6-12) Answer Sheet from End-of-Year ESL Assessment



- (Some LEP / FLEPs) June 2011 ‘MONITORING FORM FOR LEPS / FLEPS IN 

                            GENERAL ED’


- (FLEP) June 2011 “ADD / RESTORE LEP STATUS:  STUDENT PERFORMANCE

                            AFFECTED BY LANGUAGE PROFICIENCY’


- (LEP / New FLEP) MEPA Test Results Report

    FORMCHECKBOX 
 
Placed ELD folders in students’ cumulative folders.

    FORMCHECKBOX 

Submitted to OLLSS:



- School Self-Assessment Checklist



- All TBE Waiver Requests for 11-12 (for students younger than 10, attach parent letter)



- TBE Waiver Requests for 11-12 for Literacy1 students who will continue in Literacy2

     3.
Budget Office Issues:

   FORMCHECKBOX 

Submitted all budget information for Fiscal Year ending June 30.

   FORMCHECKBOX 

Met with Central Office regarding staffing needs for next School Year.

     4.
Business Manager’s Issues:
     FORMCHECKBOX 

Submitted mileage reimbursements.

   FORMCHECKBOX 

Submitted Year-End Closing of Accounts information, through the Operational Leader.

   FORMCHECKBOX 

Submitted Forms A and B regarding administration of school funds and proceeds from school activities, through the Operational Leader.

   FORMCHECKBOX 

Entered requisitions for summer activities funded from grants with expiration dates beyond July 1.

   FORMCHECKBOX 

Submitted PS-09s for all overtime / stipend work.

   FORMCHECKBOX 

Submitted ASE (Administrative SPED Periods), CCV (Class Coverage), PLD (Planning & Development Periods) forms for payment through the Payroll Department.  Forms are located on MyBPS, under Business Services.

     5.
Curriculum Issues:
   FORMCHECKBOX 

Issued Annual School Achievement Awards.

   FORMCHECKBOX 

Collected and inventoried all textbooks, other books, instructional equipment, and lab materials, and identified any losses.  

   FORMCHECKBOX 

High Schools:  Identified and purchased replenishable lab materials in collaboration with central science office.

   FORMCHECKBOX 

Made and submitted decisions relative to textbook adoption.

   FORMCHECKBOX 

Consulted with Business Manager’s Office to determine date of delivery of educational materials and textbooks in order to schedule coverage of school on that date.

     6.  
Human Resources Issues

   FORMCHECKBOX 

Performance Evaluations: Completed and submitted to HR all year-end performance evaluations, including scanner sheets, for staff that were to be evaluated.  Unsatisfactory evaluations should be sent directly to Dale Libkin in OHR. 

   FORMCHECKBOX 

Staff Hiring: Completed and submitted to HR all candidates recommended for hire (including promotional ratings) for all openings in your building. 

   FORMCHECKBOX 

New Staff Induction: Coordinated and communicated with all incoming new staff and developed an "action plan" for these individuals for the summer, including summer professional development opportunities and an introduction to their New Teacher Developer, if applicable.  

     7.
Facilities Issues:
   FORMCHECKBOX 

All personal electrical equipment, such as refrigerators, microwave ovens, coffee machines, and electrical heaters are not allowed in the classrooms at any time during the school year.  All appliances must be removed from the school at the end of the year or they will be removed and thrown away.  At the end of each school year, teacher’s lounge refrigerators should be emptied, cleaned, and unplugged by the teachers and all fish tanks should be drained, cleaned, and unplugged.

   FORMCHECKBOX 

Secured all windows and exterior doors.

   FORMCHECKBOX 

Stored and secured classroom supplies and materials.

   FORMCHECKBOX 

Emptied and cleaned all student desks and lockers.

   FORMCHECKBOX 

Washed classroom chalkboards.

   FORMCHECKBOX 

Secured all audiovisual, computer, and other valuable equipment.

   FORMCHECKBOX 

Collected and labeled all keys.

   FORMCHECKBOX 

Collected, labeled, and stored all textbooks, including MCAS native language dictionaries for LEP students.

   FORMCHECKBOX 

Posted areas of school which are off limits, if school will be used for summer programs.

   FORMCHECKBOX 

Made keys available if any renovations are taking place during summer months.

   FORMCHECKBOX 

Filed and received approval on all permits for summer programs.

   FORMCHECKBOX 

Received and accepted Summer Work Plan of custodians and submitted to Facilities Management.

   FORMCHECKBOX 

Reported and arranged for the removal of all hazardous materials from the school (e.g. science labs, nurses office, etc.).

   FORMCHECKBOX 

Submitted FM01 requests.

   FORMCHECKBOX 

Forwarded all custodial vacation requests.

   FORMCHECKBOX 

Reminded custodians of summer responsibilities.

   FORMCHECKBOX 

Have a valid I.S.D. certificate for the school on file.

     8.
Food Services Issues:
   FORMCHECKBOX 

Inventoried and secured all computer equipment.

   FORMCHECKBOX 

Kept computers turned on and connected to the network.  Printer and monitor should be turned off.

   FORMCHECKBOX 

Completely used all perishable food.

   FORMCHECKBOX 

Cleaned and locked all portable equipment and utensils.

   FORMCHECKBOX 

Removed registers, power packs, and telephone lines from cashier locations and locked in storeroom.

   FORMCHECKBOX 

Labeled, inventoried, and stored all computer equipment in a safe, dry area.

   FORMCHECKBOX 

Stored and locked all staple food items.

   FORMCHECKBOX 

Cleaned all steam tables.

   FORMCHECKBOX 

Cleaned and dried all sinks.

   FORMCHECKBOX 

Locked all supplies for summer.

   FORMCHECKBOX 

Turned off all gas pilots.

   FORMCHECKBOX 

Submitted all necessary reports, delivery tickets, and orders.

   FORMCHECKBOX 

Assured that all monies have been picked up and deposited.

   FORMCHECKBOX 

Assured keys needed for summer access for Summer Food Service Program will be available to responsible staff, i.e. refrigerators.

   FORMCHECKBOX 

Submitted all food and paper supply orders for September.

   FORMCHECKBOX 
 
Completed evaluation of all appropriate personnel and submitted to Food Services.

   FORMCHECKBOX 

Left all locked equipment not being used until fall unplugged.

   FORMCHECKBOX 

Met with Central Office regarding staffing needs for next school year.

   FORMCHECKBOX 
  
Made keys available to supervisor if any renovations are taking place during the summer months.

   FORMCHECKBOX 

Collected and labeled all key and review with supervisor.

   FORMCHECKBOX 
  
Hours of meal operations completed and returned to Anna Merlin in Food Services.

   FORMCHECKBOX 

Submitted summer addresses / telephone numbers for you and your employees.

   FORMCHECKBOX 

Submitted money sheets, deposit slips, food inventories, edit check and cash journals.

    9.
Student Assignment and Transportation Issues:
   FORMCHECKBOX 

Finalized any program space needs for next School Year.

   FORMCHECKBOX 

Provided non-promotion information.

   FORMCHECKBOX 

Submitted final transportation validation reports and alternative drop-off requests for next School Year.

     10.
Technology Issues:

             Guidelines for Laptops Deployed Under the Laptops for Learning Initiative (L4L):  

             The new, dual-platform MacBooks are here! Please read below for checklist items to make sure teachers are able to exchange their current laptops for a new laptop in June, as well as close out the current L4L laptop program.  

   FORMCHECKBOX 
 
Informed teachers that to receive the new MacBook in exchange for the current model, register for a "Two for One! L4L MacBook Exchange and Student Information System (SIS) Intro Session" posted in MyLearning Plan.

   FORMCHECKBOX 
 
Informed teachers that that only fully functional laptops are eligible for exchange. If your current L4L laptop is not functional and/or damaged, please call the OIIT Service Desk (635-9200) to repair the damage prior to attendance. 

   FORMCHECKBOX 
  
Informed teachers that at the L4L/SIS sessions, OIIT is not able to back up and/or transfer data from a current L4L laptop.  Please be sure that teachers know they should be prepared to exchange your current laptop by backing up your data prior to your scheduled session.  To learn how to back up your data, contact OIIT's Service Desk for assistance, refer to this step-by-step guide: To learn about what you need to bring to the L4L exchange, visit here. If for any reason you do not have the L4L laptop that is currently registered/assigned to you, please email Krissy Matthews prior to attendance. For questions regarding the L4L exchange, please contact Krissy Matthews. For questions regarding the SIS implementation, please contact Christine Invencion.

   FORMCHECKBOX 

Notified staff who are retiring, resigning, without a placement, moving into an administrative role, applying for a leave of absence, will be in a part-time position less that a .5, or who will not meet the criteria for eligibility for school year 11-12 that they need to return their laptop, bag, peripherals and a signed L4L Laptop Return Form to OIIT at one of the scheduled collection locations identified by OIIT. (L4L Return Forms are posted on the OIIT website at http://www.bostonpublicschools.org/technology.  L4L laptops cannot be redeployed by the school. 

   FORMCHECKBOX 

If you decided to schedule a next day pick-up at your school (for 5 or more laptops), collected laptops, peripherals, bags, and signed L4L Return Forms, documented any missing peripherals on the Return Forms, and contacted the OIIT Service Desk at 635-9200 to schedule a next-day pick- by OIIT by Monday, June 27, 2011. Under no circumstances may L4L laptops be stored in schools over the summer. Failure to follow this guideline may result in financial loss to the school should laptops be lost, damaged and/or stolen.
   FORMCHECKBOX 

Ensured that all staff that need to return their laptop (including the bag, peripherals, and a signed L4L Return Form) to OIIT based on the above criteria is done by Monday, June 27, 2011.
   FORMCHECKBOX 

Notified all staff that laptops are not allowed to be stored at the school during the summer. Staff members who do not want to take their laptops home for the summer must contact OIIT at 5-9200 to make arrangements to store laptops & peripherals in the L4L bag at the Campbell Resource Center. Bags should be clearly labeled with staff name and ID.

   FORMCHECKBOX 
  FORMCHECKBOX 

Took inventory of all L4L laptops, bags & peripherals and reported any discrepancies to OIIT.  In L4L inventory, identified teachers who are transferring to a teaching position in another school and the school to which they are transferring.

  Securing Equipment

   FORMCHECKBOX 

Bolted all computers in classrooms, computer labs, libraries, offices and locked rooms. All computers that cannot be bolted to tables must be stored in a secure space. Schools may also opt to store all computers in one or two very secure rooms.  Under no circumstances may L4L laptops be stored in schools over the summer. Contact the OIIT Service Desk at 635-9200 to arrange for pick-up and storage of L4L laptops.

   FORMCHECKBOX 

Secured Network closets for the summer. Servers should be left running. OIIT staff may need access to the closet during the summer if the equipment goes down. 

   FORMCHECKBOX 

Ensured that if you have a change of staff in your computer lab(s), the departing teacher leaves keys to all lock-down devices, the entire software library for the lab and marks all computers in need of repair.

   FORMCHECKBOX 

Completed and submitted Form #57 to remove surplus computer equipment, located on the MyBPS OIIT-Technology tab. The deadline to request removal of surplus computers is June 16th for removal of equipment over the summer. 


Securing PCs and Equipment for Schools Undergoing Summer Renovation Projects

   FORMCHECKBOX 

Relocated and secured all computers from areas that will be renovated. If your school is undergoing renovations, such as painting, floor sanding, carpet/window replacement, etc., you must take extra precautions. No computers should be left in any room that will be open or accessible to people working in the building. 

   FORMCHECKBOX 

Secure PC Storage Rooms: Determine who will have the key to the school’s secured / locked room during summer recess.  If required, also determine who will be responsible for opening and closing the secured room during the actual renovation. Depending on the renovation schedule and who will be responsible for access, the secured room can be scheduled either first or last, so the room can be re-secured upon completion.

   FORMCHECKBOX 

Server Rooms: If server rooms are included in painting and renovations projects, OIIT may need to move and/or secure the network equipment.  If the network equipment is moved, the school network will be unavailable during the renovation.  If the server rooms are small or hard to access, we can request that these rooms are not included in painting and/or renovation projects.

   FORMCHECKBOX 

Summer Cleaning / Maintenance: School custodians must contact OIIT by calling the OIIT Service Desk at 635-9200 if they are sanding, waxing or performing general school cleaning and require PCs and printers to be disconnected from the network, relocated and/or secured.

             Guidelines for Re-Deployment of BPS Computers:  
   FORMCHECKBOX 

L4L laptops may not be re-deployed by schools. L4L laptops that are currently assigned to teachers who are moving into non-teaching positions, retiring/resigning, going on leave and/or do not have a placement for next year must be returned to OIIT who will work with schools on redeployment. Contact OIIT at 617-635-9200 for details/questions. 
   FORMCHECKBOX 

Followed up with teachers moving to a non-teaching position within the BPS, retiring or resigning that they should leave all BPS equipment at the school where they were teaching to be reassigned by the school’s Tech Planning Committee.*


*School-based Technology planning committees should work with OIIT to develop a plan for re-deployment of equipment, other than L4L laptops (e.g. In-house coaching program for new teachers, etc.). Updated computer inventories must be submitted to OIIT in the fall when the redeployment plan is complete. 

   Additional Technology-Related Activities:

   FORMCHECKBOX 

Provided all report card information (high schools and middle schools).  

   FORMCHECKBOX 

Completed student attendance for school year.

   FORMCHECKBOX 

Worked with your MyBPS My School page editor (as it applies) to edit the expiration date of any Announcement and/or Event postings. (By default, any content published to your MyBPS My School page as either an "Announcement" or "Event" is set to expire on July 1st.)

   FORMCHECKBOX 

Notified any of your staff who are leaving BPS due to retirement or resignation, that their network accounts will be disabled upon their departure.  If staff needs access to the network after that time, they should submit the request for Network Access Form 42 to ask for temporary access or to apply for a non-BPS employee user account
   11.
Safety Issues:

   FORMCHECKBOX 
       Submitted copies of all monthly suspension reports to Office of Safety.
   FORMCHECKBOX 

Submitted all school incident reports to Office of Safety.

   FORMCHECKBOX 

Submitted all suspension, fire drill, bus evacuation, and inspection reports to Office of Safety.

   FORMCHECKBOX 

Conferred with Office of Safety regarding safety personnel assessment for year ending June 30, and staffing requests for next School Year.

   FORMCHECKBOX 

Updated School Fire Safety Plan and filed in Principal / Headmaster office.

   FORMCHECKBOX 

Submitted list of city safety projects to be addressed during summer to Facilities Management (e.g. crosswalk, signs, sidewalk repairs, etc.).

12.
Special Education and Student Services Issues:
   FORMCHECKBOX 

Held all IEP meetings with a Compliance date listed through June 28, 2011  Presented IEP proposals to parents for all meetings held.  Reported to the Special Education and Student Service Compliance Office a list of any IEP not entered where a meeting was held.

   FORMCHECKBOX 

Prepared Special Education student records for mandatory folder exchange on June 16th.  

   FORMCHECKBOX 

Entered all IEP signatures into SEIMs.  

   FORMCHECKBOX 

Submitted all ESY changes to Special Education Assignment Office by June 28th.

   FORMCHECKBOX 

Submitted summer addresses / telephone numbers of ETFs to the Office of Special Education


and Student Services.

   FORMCHECKBOX 

Keys to the ETF Office and student files left in Main Office for summer access.

   
Medical Services:

   FORMCHECKBOX 

Submitted summer addresses and telephone numbers of school nurses and school health paras to Medical and Health Services.

   FORMCHECKBOX 

Secured all health room supplies.

   FORMCHECKBOX 

Identified areas for storage of all audiometers and titmus machines: Drop off machines in need of calibration to Health Services by end of school year (Add)

    FORMCHECKBOX 

Distributed health cards and medical records only to designated school nurses in a clearly marked sealed envelope labeled “confidential.”

   FORMCHECKBOX 

Secured all health cards and student health-related information.

   FORMCHECKBOX 

Returned all medication and / or medical equipment to students and / or parents, as appropriate.

   FORMCHECKBOX 

Returned all sharps in sealed, puncture proof container to USS, 443 Warren Street, Dorchester for proper biohazard waste disposal.

13.
Guidance Issues:

   FORMCHECKBOX 

Submitted Senior Class Exit Survey (high schools only) to Guidance Department.

   FORMCHECKBOX 

Notified parents of students’ status:  graduate, repeat, attending summer school (high schools and middle schools).

   FORMCHECKBOX 

Identified and profiled students who dropped out during the academic year (high schools and middle schools).

   FORMCHECKBOX 

Sent final transcripts of seniors to colleges (high schools only) and responded to all requests for student records, report cards, etc.).

   FORMCHECKBOX 

Conducted student evaluation of guidance service program (high schools and middle schools).

   FORMCHECKBOX 

Contacted students who need to attend summer school (high schools and middle schools).

   FORMCHECKBOX 

Reviewed, revised, and reordered guidance forms (high schools and middle schools).

   FORMCHECKBOX 

Submitted summer addresses and telephone numbers of Guidance Staff to Guidance Department.

Attachment 2

REQUEST FOR RECORDS
Fax Form

School:  ____________________________________
Date: _________________________
Please contact the parent of ___________________________________________ at 

       (Student Name)

____________________, as a request has been made for records.

(Phone Number)

Please indicate receipt of this request by contacting this Office at 617-635-_____________________.

Thank you,

_______________________________________

(Signature)

ATTACHMENT 3

BOSTON PUBLIC SCHOOLS - OPENING OF SCHOOL READINESS CHECKLIST

School: _________________________________________Cluster: ______________________

Address: ________________________________________Telephone: ___________________

Please check any issue you have and provide details as necessary.

Safety Issues (requires support of other City Agencies):

	 FORMCHECKBOX 
  Pot Holes


	 FORMCHECKBOX 
  Street Construction Hazard 



	 FORMCHECKBOX 
  Inoperable pedestrian lights


	 FORMCHECKBOX 
  Tree limbs, etc., safety hazard 



	 FORMCHECKBOX 
  Street lighting


	 FORMCHECKBOX 
  Sidewalk repair



	 FORMCHECKBOX 
 No parking areas painted


	 FORMCHECKBOX 
 Other issues



	 FORMCHECKBOX 
 “School Zone” painted on street and / or signs installed (i.e. “20 MPH School Zone Limit”.  (Please indicate if this is a new request or repainting / replacement of existing item).



	 FORMCHECKBOX 
 Crosswalks painted or repainted.  (Please indicate if this is a new request or repainting / replacement of existing items. Also, please indicate exact location of work to be done).



	 FORMCHECKBOX 
 Abandoned cars (Please indicate license plate number or a description of vehicle.  Also, please note location of said vehicle).




Building and Ground Issues (BPS Responsibility):

	 FORMCHECKBOX 
  Graffiti removal


	 FORMCHECKBOX 
 Clean school yard 



	 FORMCHECKBOX 
  Grass and shrubs


	 FORMCHECKBOX 
 Other issues




Principal / Headmaster Signature: _________________________________________________

RETURN BY JUNE 30th TO FACILITIES MANAGEMENT

FAX NUMBER (617) 635-9306






















