
Planning	
  Worksheet:	
  Defining	
  Staff	
  Roles	
  and	
  Ensuring	
  Readiness	
  
	
  

	
  
	
  
Staff	
  to	
  consider:	
  
	
  

1. Front	
  office	
  staff	
  
2. School	
  counselors	
  
3. Social	
  workers	
  and	
  school	
  psychologists	
  
4. Math	
  and	
  ELA	
  teachers	
  
5. Special	
  Education	
  teachers	
  
6. ELL	
  teachers	
  
7. All	
  other	
  teachers	
  
8. Building	
  administrators	
  
9. Advisors	
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Handling%delicate%communica*ons%with%students%and%families%

1.  Basics(of(Diploma(System(
2.  Basic(talking(points(
3.  Schedule(for(NECAP(Retest(
4.  Name(of(person/people(to(talk(

to(for(more(informaDon(

1.  Basics(of(Diploma(System(
2.  Provide(clear(next(steps(&(

informaDon(for(emoDonal(
reassurance(

3.  Name(of(person/people(to(talk(to(for(
more(informaDon(

4.  Access(to(student(level(results(

1.  Full(understanding(of(Diploma(System(
and(tesDng(schedule(

2.  Full(understanding(of(waiver(
3.  Full(understanding(of(all(tesDng(

opDons(including(“Other(Approved(
Tests”(

1.  Full(understanding(of(Diploma(System(
and(tesDng(schedule(

2.  Full(understanding(of(waiver(
3.  Full(understanding(of((all(tesDng(

opDons(including(“Other(Approved(
Tests”(

4.  Access(to(studentNlevel(results(
5.  Access(to(studentNlevel(progress(plan(



Staff	
   Role	
   Materials	
  Needed	
   Training	
  Needed	
   Notes	
  

Front	
  office	
  staff	
  
	
  
	
  

	
   	
   	
  

School	
  
Counselors	
  

	
  
	
  

	
   	
   	
  

Social	
  Workers	
  
and	
  School	
  
Psychologists	
  

	
   	
   	
   	
  

Math	
  and	
  ELA	
  
teachers	
  

	
   	
   	
   	
  

Special	
  Education	
  
teachers	
  

	
   	
   	
   	
  

ELL	
  teachers	
  
	
  
	
  

	
   	
   	
  

All	
  other	
  
teachers	
  

	
  
	
  

	
   	
   	
  

Advisors	
  
	
  
	
  

	
   	
   	
  

Building	
  
Administrators	
  

	
  

	
   	
   	
   	
  

	
  
	
  
	
  
	
  

	
   	
   	
  

	
  
	
  
	
  
	
  

	
   	
   	
  

	
  


