


The individual who is assigned this duty by the Principal shall maintain a waiting list at
the satellite site. Contacts should be made immediately when an opening occurs with a
teacher, and teacher loads should be maintained at target numbers during any period in

which there is a waiting list.

Please meet with your staff at your earliest convenience for training on these new policies
prior to implementation. Again, please ensure that policies are uniformly implemented
and parents are adequately forewarned of the changes.

I am hopeful that these changes will allow our teachers sufficient time and space to move
our students forward in their educational careers, while maintaining appropriate levels of
alternatives for county level students during times of need.



Waiting List Policy

When placing students on the Waiting list, calling student from the Waiting List, or removing
students from the Waiting List, please use the following guidelines. When questions arise, please
contact your site administration for further guidance.

1.

Notes:

Inform the parent and student of the Waiting List. It is highly recommended that the
student enroll at Sillect Community School or Auburn Community School while waiting
for enrollment at North Kern Community School, West Kern Community School, or East
Kern Community School. Inform the parent and student that by not enrolling at Sillect
Community School or Auburn Community School, they might jeopardize future
enrollment at their school of residence.

Before adding a student to the Waiting List, the parent and student must have a
completed Community School Referral and have completed the enroliment paperwork.
At this time, please ask for a current phone number for day and evening contacts, and
explain that if those numbers change, the school should be notified ASAP so we can
make contact for enrollment.

Please explain to the parent and student that once we contact them for enrollment, they
will have 48 hours to return our call or we will move on to the next student on the list.

When an opening occurs, contact the next student on the Waiting List.

A. Contact by phone, making at-least 3 attempts the first day and 3 attempts the second
day.

B. If no contact was made after the first 3 attempts, follow through by sending a
postcard.

C. If at any point a message was left; follow through by sending a postcard.

D. If the number is disconnected, follow through by sending a postcard.

The parent and student will be allowed to reschedule one appointment if the school is
contacted in advance of the scheduled appointment time.

If a.) The parent and student can not be contacted either by phone or postcard, b.) Has
missed one scheduled appointment without an advanced call, or ¢.) Has requested
rescheduling more than once, the student will be moved to the bottom of the Waiting List

Make sure and use the notes section of the Waiting List to list dates contacted by phone

or postcard, dates the parent and student returned calls, dates of scheduled appointments,
and dates of rescheduled appointments.

Use these colors when adding students to the Waiting List:

Red = Expelled Students.
Blue = Probation Referred Students.

YVellow

= Noen Expelled Students,

Green = Dormant Students.



