Updated Monday, June 16, 2008

Port Arthur Independent School District
Preparation for Opening of the 2008-2009 School Year
Action Planning 
Important Events and Dates Highlighted in Yellow
	Tasks to Be Completed
	Who’s Responsible?
	Target Date
	Status

	Campuses
	
	
	

	Appropriate Office and Nurse Forms Stocked and Ready for Use
	Principals
	August 1
	

	Assign New Teachers Mentors and Ensure They Have Appropriate Supplies
	Principals
	August 1
	

	Athletic Schedules Shared with Faculty and Students 
	Principals
	August 25
	

	Bell Schedules Prepared, Distributed to Staff, and Posted
	Principals
	August 1
	

	Bells Programmed by MIS
	Principals
	August 15
	

	Bulletin Boards Completed in Classrooms and throughout Halls
	Principals
	August 22
	

	Classrooms Prepared
	Principals
	August 22
	

	Communicate Discipline Management Plan to Faculty and Staff
	Principals
	August 18-22
	

	Customer Service Expectations Reviewed with All Faculty and Staff
	Principals
	August 18-22
	

	Dress Standards Implementation Plan Created and Shared with All Faculty and Staff 
	Principals
	August 18-22
	

	Faculty and Staff Hired
	Principals
	August 1
	

	Faculty Handbook Completed
	Principals
	June 30
	

	Faculty Handbook Distributed to All Employees
	Principals
	August 18
	

	Fall Staff Development Handout Shared with All Faculty and Staff 
	Principals
	August 18
	

	First Day of School Morning Arrival Routine Completed and Shared with Faculty and Staff
	Principals
	August 18-22
	

	Grounds Are Prepared
	Principals
	August 1
	

	Lights Working
	Principals
	August 1
	

	Literacy, Numeracy, and Science Alignment, Teacher Communication Initiative, and Anonymous Teacher Feedback Link Shared with Faculty  
	Principals
	August 18
	

	Lunch forms Prepared for Distribution on First Day
	Principals
	August 15
	

	Lunchroom Prepared and Ready to Serve Students Breakfast and Lunch on First Day of School
	Principals
	August 8
	

	Main Office and Attendance Organized for Improved Efficiency and Customer Friendliness
	Principals
	August 8
	

	Master Schedules Completed
	Principals
	June 5
	

	Morning, Afternoon, and Bus Duties Assigned
	Principals
	August 18
	

	New Student Registration Guidelines Prepared and Shared with Principals (August 5, 6, & 7 from 9 a.m. – 6 p.m.)
	Principals
	June 30
	

	New Student Registration Materials Prepared for (August 5, 6, & 7 from 9a.m. -6 p.m.) 
	Principals
	August 8
	

	Pre-Planning Agenda Prepared and Shared with Dept of Curriculum and Instruction
	Principals
	August 8
	

	Restrooms Prepared and Accessible
	Principals
	August 8
	

	Sexual Harassment Policy Reviewed with Faculty and Staff
	Principals
	August 18
	

	Student Code of Conduct Prepared for Distribution on the First Day
	Principals
	August 18
	

	Student Handbooks Prepared for Distribution on the First Day
	Principals
	August 25
	

	Student Schedules Printed
	Principals
	August 8
	

	Substitute Pamphlets Distributed to All Employees
	Principals
	August 18
	

	Teacher Classrooms Assigned
	Principals
	August 18
	

	Teacher Provided Class Rolls
	Principals
	August 18
	

	Teacher Rolls Printed
	Principals
	August 18
	

	Teacher Supplies Ordered and Distributed by August 18
	Principals
	August 18
	

	Teachers Provided Student Schedules for Distribution
	Principals
	August 22
	

	Textbooks Prepared for Distribution to Students on First Day 
	Principals
	August 22
	

	Transportation Handbooks Prepared for Distribution on the First Day
	Principals
	August 22
	

	Vision, Mission, and Beliefs Shared and Posted Around School 
	Principals
	August 15
	

	Provide Student Insurance Info for 2008-2009
	Principals
	August 22
	

	Conduct Student Assemblies to Discuss Expectations for Discipline, Instruction, and Student Pride and Participation in the Learning Community
	Principals
	August 25-29
	

	Submit Accountability Monitoring Plan for Teacher Portfolios, PDAS, Lesson Plans, Literacy, Numeracy, and Science Initiatives, Program Use (READ 180, Waterford, etc.)  
	Principals
	September 5
	

	Principals – please specify the three (3) food holidays (campus specific) in the school calendar allowing exemption from Texas Public School Nutrition Policy (note federal nutrition rules will still apply).  For more information on the 3 policy exemption, and to learn more about the nutrition policy, visit www.squaremeals.org, or click on the following links.

*Here are links to the nutrition policy and a quick policy reference (note: there is a 4-year implementation phase, ending with the 09-10 school year).

http://www.squaremeals.org/vgn/tda/files/2348/14616_TPSNP%20SY%2007-08%20re.pdf
http://www.squaremeals.org/vgn/tda/files/2348/13438_TPSNP%20SY_08-09.pdf
http://www.squaremeals.org/vgn/tda/files/2348/13440_TPSNP%20SY_09-10.pdf
http://www.squaremeals.org/vgn/tda/files/2348/15997_Nutrition%20Policy%20Implementation%20Schedule.pdf

	Principals

Stephanie Turkel
	August 8
	

	Curriculum and Instruction

	Convocation Planning Completed 

(August 18, 2008)
	Dr. Morcease Beasley

Curriculum Supervisors
	June 30
	

	Curriculum Supervisors Distribute Curriculum Guides and Pacing Charts to All Teachers
	Dr. Morcease Beasley

Curriculum Supervisors
	June 30
	

	Fall Leadership Retreat Planning Completed (August 11 at PAAC) 
	Dr. Morcease Beasley

Curriculum Supervisors
	June 30
	

	Leadership Manual Updated
	Dr. Morcease Beasley

Curriculum Supervisors
	June 30
	

	Leadership Manual Distributed to All Administrators
	Dr. Morcease Beasley

Curriculum Supervisors
	August 11
	

	EXCEL Reviewed with All Principals
	Dr. Morcease Beasley

Curriculum Supervisors
	August 11
	

	Meeting Dates Shared with All Principals and Campuses
	Dr. Morcease Beasley

Curriculum Supervisors
	August 11
	

	New Teacher Orientation Planning Completed (August 12, 13, and 14 at MHS)
	Dr. Morcease Beasley

Curriculum Supervisors
	June 30
	

	Staff Development Plans shared with Principals and Campuses 
	Dr. Morcease Beasley

Curriculum Supervisors
	August 11, 18
	

	State Testing Calendar Distributed to All Campuses and Counselors
	Dr. Morcease Beasley

Curriculum Supervisors
	August 11, 18
	

	Substitute Teacher Training Planning Completed
	Dr. Morcease Beasley

Curriculum Supervisors

Jimmy Wyble
	June 30
	

	Title Funds Distributed to All Campuses
	Dr. Morcease Beasley

Mr. Melvin Getwood
	TBD
	

	Determine Procedures for Collection of First Day of School Warm Body Count 
	Dr. Morcease Beasley

Melvin Getwood

Beverly Thornton
	June 30
	

	Determine and Share Strategic Planning and SACS District-Wide Accreditation Timeline
	Dr. Morcease Beasley
	August 11
	

	Facilitate Revision to Campus Plans for Timely Submission According to the Timeline
	Dr. Morcease Beasley
	August 11
	

	Provide Principals with Resources Materials to Support School Improvement Efforts
	Dr. Morcease Beasley
	August 11
	

	Monitor Development and Implementation of Campus Plans
	Dr. Morcease Beasley

Principals

Curriculum Supervisors
	On-Going
	

	Special Education

	Determine Appropriate Placement of Spec Ed Programs
	Dr. Morcease J. Beasley

Debra Lewis

HR 

Principals
	June 5
	

	Make Recommendations for Shifts in Spec Ed Populations
	Dr. Morcease J. Beasley

Debra Lewis

HR

Principals
	June 5
	

	Determine Staff Needs Based upon Enrollment and ARD Decisions
	Debra Lewis

HR

Principals
	June 5
	

	Policy Changes, Student Handbook, Code of Conduct, and School Calendars

	Review Recent Legislative Action to Determine Impact on Current Board Policies
	Executive Staff
	June 30
	

	Determine New Policies Needed for 08-09 School Year
	Executive Staff
	June 30
	

	Make Recommendation to Supt as Appropriate
	Executive Staff
	June 30
	

	Develop Communication to Notify Staff Members of Policy Changes
	Executive Staff
	June 30
	

	Revise Handbook and Code of Student Code of Conduct to Reflect Any Changes Needed (Spec Ed Law, District Policies, etc.) 


	Melvin Getwood

Principals
	June 30
	

	Publish and Distribute 2008-2009 School Calendar
	Dr. Morcease Beasley

Principals

Print Shop 
	Completed
	

	Print Student Handbook and Student Code of Conduct
	Melvin Getwood

Print Shop
	June 30
	

	Distribute Revised 2008-2009 Student Handbook and Student Code of Conduct to Schools
	Dr. Morcease Beasley

Melvin Getwood

Print Shop
	June 30
	

	Athletics and Security

	Determine District Security Needs for Secondary Campuses for the First Week of School 
	Dr. Morcease Beasley

Melvin Getwood
	August 8
	

	Work with Police Department to Provide Additional Officers for Each Secondary Campus the First Several Days of School
	Melvin Getwood
	August 8
	

	Coordinate Faith Based Presence on Campus the First Week of School
	Dr. Mark Porterie
	August 8
	

	Verify Completion of all Physicals for Participating Students
	Melvin Getwood

Ronnie Thompson
	On-Going
	

	Prepare and Distribute Athletic Handbook with Written Guidelines to be Reviewed with all Athletes
	Melvin Getwood

Ronnie Thompson

Head Coaches
	August 8
	

	Verify eligibility of all athletes prior to participation
	Melvin Getwood

Ronnie Thompson

Head Coaches
	On-Going
	

	Media Relations

	A Compiled List of School Orientations Publicized
	Dr. Mark Porterie
	August 8
	

	Bus Routes Publicized before First Day of School
	Dr. Mark Porterie
	August 8
	

	District-Wide PTA Meetings Publicized 
	Dr. Mark Porterie
	August 8
	

	Dress Code and Expectations Publicized
	Dr. Mark Porterie
Mrs. Marilyn Baptiste
	August 8
	

	First Day of School Publicized
	Dr. Mark Porterie
	August 8
	

	New Student Registration on August 5, 6, & 7 from 9 a.m. – 6 p.m. Publicized
	Dr. Mark Porterie
	August 8
	

	Prepare and Distribute 

08-09 Staff Directory
	Dr. Mark Porterie
	August 11, 18
	

	Publicize Advisory Meetings
	Dr. Mark Porterie
	August 29
	

	Professional Development

	Fall Staff Development Plan has been Completed
	Dr. LaWanda Finney
	August 8
	

	Fall Staff Development Plan has been Shared with All Campuses and Employees
	Dr. LaWanda Finney
	August 11, 18
	

	Summer Staff Development Participant Information Has Been Compiled
	Dr. LaWanda Finney
	August 8
	

	Provide Teacher Training for New Textbooks
	Dr. LaWanda Finney

Curriculum Supervisors
	On-Going
	

	Parental Involvement

	District-Wide Parental Involvement Activities have been Compiled and Publicized
	Dr. LaWanda Finney

Dr. Mark Porterie
	August 8
	

	District-wide PTA Meetings Shared with Campuses and Publicized 
	Dr. LaWanda Finney

Dr. Mark Porterie
	August 8
	

	District-Wide Title I Parent Meetings have been compiled and publicized
	Dr. LaWanda Finney

Dr. Mark Porterie
	August 8
	

	Maintenance and Facilities Preparation

	Air Conditioning Working on All Sites 
	Keith Morvant

Raymond Elmore
	August 8
	

	Buildings Prepared 
	Keith Morvant
Raymond Elmore
	August 8
	

	Campus Grounds Prepared on Rotating Basis
	Keith Morvant
Raymond Elmore
	August 8
	

	Custodial Staff Hired for All Sites


	Keith Morvant
Raymond Elmore
	August 8
	

	Custodial Staff Training Completed 
	Keith Morvant
Raymond Elmore
	August 8
	

	Verify Order and Delivery of School Supplies
	Keith Morvant
Raymond Elmore
	August 8
	

	Relocate Portables Based upon Need and Request
	Keith Morvant

Principals
	August 8
	

	Ensure Portables have electricity, water, etc. 
	Keith Morvant
	August 8
	

	Ensure Permits obtained for Portable Use
	Keith Morvant 
	August 8
	

	Facilitate Special Clean-Up Crews for New Schools Opening in August
	Keith Morvant 
	August 8
	

	Business and Finance Preparation and 

New Construction Preparation
	

	Appropriate Business and Finance Forms Sent to all Sites
	Phyllis Geans
	August 8
	

	Approved Budgets Distributed to All Sites and Departments 
	Phyllis Geans
	August 8
	

	Business and Finance Shared Procedures and Expectations for Use of Funds, etc. 
	Phyllis Geans
	August 8
	

	Determine, Order, and Deliver Furniture Needs of each new campus
	Phyllis Geans

Principals
	August 8
	

	Monitor New School Construction Projects and Timelines of Activities
	Phyllis Geans

Dr. Mark Porterie
	August 8
	

	Review Student Insurance Information and Make Necessary Changes
	Phyllis Geans
	August 8
	

	Submit Student Insurance Changes for Board Approval
	Phyllis Geans
	August 8
	

	Distribute Student Insurance Forms to Campuses


	Phyllis Geans

Print Shop
	August 8
	

	Child Nutrition Preparation

	Ensure Students are Served Breakfast and Lunch on the First Day of School
	Stephanie Turkel

Principals

Lunchroom Managers
	August 8
	

	Publish Lunch Prices for 2008-2009 
	Stephanie Turkel

Principals

Dr. Mark Porterie
	August 8
	

	Child  Nutrition Staff Annual Training Completed
	Stephanie Turkel
	August 8
	

	Child Nutrition Staff Hired for All Sites
	Stephanie Turkel
	August 8
	

	Revise Lunch Forms and Distribute to All School Sites
	Stephanie Turkel
	August 8
	

	Menus Distributed to All Schools and Posted on the Website
	Stephanie Turkel
	August 8
	

	Assist Staff/Parents with Completing, Submitting Applications and Answering Questions as Needed
	Stephanie Turkel
	August 1
	

	Make Recommendations for Bids for Food Service Items/Categories and Place Orders for Bid Award Winning Vendors
	Stephanie Turkel

Lunchroom Managers
	August 8
	

	Monitor Lunch Application Submission Percentages, etc. and Take Necessary Action to Ensure Applications received by deadline
	Stephanie Turkel

Principals
	August & September
	

	Special Promotions Calendar Prepared and Shared with All Sites 
	Stephanie Turkel
	August 8
	

	Transportation Preparation

	Down Load Student Database to Transfinder Software
	Route Coordinator
	June 27
	

	Build Routes from Student Database 
	Route Coordinator
	August 1
	

	Print Student Boarding Passes
	Dispatcher/Secretary
	August 1
	

	Distribute Board Passing to All Campuses
	Dispatcher/Secretary
	August 15
	

	Bus Routes Posted on Each Campus
	Route Supervisor

Principals
	August 15
	

	Bus Routes Advertised in Local Newspaper
	Route Supervisor
	August 15
	

	Bus Routes Posted on Channel 7
	Dr. Mark Porterie

Dr. LaWanda Finney
	August 8
	

	Bus Routes Posted on Website
	Route Supervisor
	August 8
	

	New School Buses Ordered 
	Coordinator
	September 2
	

	New School Buses Ready for Use
	Mechanic Shop
	August 8
	

	Complete Bus Prep
	Drivers
	August 8
	

	Drivers and Aides Assigned to Bus Routes
	Coordinator/Route Supervisor
	August 8
	

	Drivers and Aides Conduct A Preliminary Dry Run of All Bus Routes
	Bus Drivers and Aides
	August 8
	

	Complete Route Walkthrough
	Drivers
	August 8
	

	Transportation Handbooks Sent to All Schools for Distribution
	Secretary
	August 15
	

	Transportation Staff Hired 
	Coordinator
	August 8
	

	Drivers and Aides Trained on Laws, Student Discipline Process, etc.  
	Coordinator/Route Supervisor/Dispatcher
	August 7-8
	

	Conduct Safety Inspection of Bus Fleet
	Mechanic Shop
	August 8
	

	Human Resources

	Review Administrative Staffing for Each School and Assign Personnel if Needed
	Jimmy Wyble
	August 1
	

	Determine Vacancies of Administrative Positions
	Jimmy Wyble
	August 1
	

	Conduct interview of Administrative Positions
	Jimmy Wyble
	August 1
	

	Submit Board Approval of Administrative Appointments as Appropriate


	Jimmy Wyble
	August 1
	

	Determine Staff Needs of Each School 
	Jimmy Wyble

Dr. Morcease Beasley
	August 1
	

	Determine Transfer Requests and Make Transfer Decisions
	Jimmy Wyble
	August 1
	

	Employees Sent 08-09 Supt Greeting with Return Dates for Work and Convocation Announcement  
	Jimmy Wyble
	August 1
	

	New Teachers informed of New Teacher Orientation at MHS 

(August 12, 14, & 14, 2008)
	Jimmy Wyble
	August 1
	

	Prepare and Distribute 08-07 Employee Handbook to All Employees with updates to include DATE, EXCEL Alignment, etc. 
	Jimmy Wyble
	August 1
	

	Substitute Lists Prepared
	Jimmy Wyble
	August 1
	

	Substitute Office Prepared, Organized and Ready to Serve Schools
	Jimmy Wyble
	August 1
	

	Substitute System Employee Pamphlets Completed and Distributed to All Sites
	Jimmy Wyble
	August 1
	

	Substitute System Training Completed
	Jimmy Wyble
	August 15
	

	Determine Teacher Vacancies
	Jimmy Wyble
Principals
	May 30
	

	Post, Interview and Fill Teacher Vacancies
	Jimmy Wyble

Principals
	On-Going
	

	Submit Recommendations for Board Approval
	Jimmy Wyble
	On-Going
	

	Provide Staff Members with Letter of Notification of Board/Personnel Action
	Jimmy Wyble
	On-Going
	

	Update the Organizational Design Chart
	Dr. Morcease Beasley
	August 1
	

	MIS

	All Employees have Email Addresses 
	Beverly Thornton
	August 8
	

	Bells Programmed at All Sites
	Beverly Thornton
	August 8
	

	Board Policies Updated on Website 
	Beverly Thornton
	August 8
	

	Campus Technology Specialist Trained for All Sites
	Beverly Thornton
	August 8
	

	Schedules Prepared and Printed as Back-up
	Beverly Thornton
	August 8
	

	Teachers Trained on Attendance Software Use
	Beverly Thornton
	August 20
	

	Teachers Trained on Grade Book Software Use
	Beverly Thornton
	August 20
	

	Purchase Adopted Textbooks Based upon Campus Enrollment Needs
	Beverly Thornton

Principals
	June 30
	

	Deliver Textbooks and Workbooks to All Campuses 
	Beverly Thornton
	June 30
	

	Website Updated with Pertinent School Info (Calendar, etc.)
	Beverly Thornton
Dr. LaWanda Finney
	June 30
	

	Superintendent’s Advisory Groups

	Update Membership for New Members of Student Advisory
	Melvin Getwood
	June 30
	

	Update Membership for New Members of Teacher Advisory
	Melvin Getwood
	June 30
	

	Update Membership for New Members of Parent Advisory
	Melvin Getwood

Dr. LaWanda Finney
	June 30
	

	Update Membership for New Members of Faith Based Advisory
	Dr. Mark Porterie
	June 30
	

	Update Membership for New Members of Auxiliary Advisory
	Phyllis Geans
	June 30
	

	Diversity

	Make Deliberate and Intentional Efforts to Recruit Diverse Students for Participation in Extra-Curricular Activities such as Athletics, Fine Arts, and Student Clubs
	Principals

Athletic Director

Coaches

Sponsors
	August and September
	

	Provide All Students An Opportunity to Participate in Clubs by Hosting a Club Rush on September 3

	Principals
	September 3
	

	Continue Campus Based and District-Wide Diversity Roundtable Consisting of Students, Parents, and Teachers to Strategize on Ideas for Creating Campus-Wide Culture of Diversity and Appreciation 
	Principals

Facilitator for Cultural Diversity Initiatives
	September - May
	

	Submit the Campus-Wide Culture of Diversity and Appreciation Plan to Dr. Beasley for Approval by October 3, 2008 
	Principals 

Facilitator for Cultural Diversity Initiatives
	October 3
	

	Bond Program Implementation and Monitoring

	Monitor the Implementation of the Bond  Program
	Dr. Johnny E. Brown

Dr. Mark Porterie
	On-Going
	On-Going



