Procedures for Identifying, Enrolling & Serving Students in Temporary Situations
School _____________  District: ____________  School Ally: ___________________
IDENTIFICATION

 FORMCHECKBOX 

Posters in public place. (http://wash.k12.mi.us/files/ephy/EdProjectPoster.pdf) 

Last confirmed:      
 FORMCHECKBOX 

Student Residency Questionnaire in each enrollment packet OR      ______________
 FORMCHECKBOX 

Modified Emergency Card sent to every student OR      ______________

 FORMCHECKBOX 

Student Residency Questionnaire OR Modified Emergency Card  sent home/mailed to EVERY student mid-year on date: _____

 FORMCHECKBOX 

School Staff Identification Form distributed to staff on following dates: _____________________


_______________________________________________________________________________

 FORMCHECKBOX 

High School Senior Interview Form distributed to seniors on following dates: ________________

 FORMCHECKBOX 

Articles put in the following outreach materials to parents: _______________________________
 FORMCHECKBOX 

School gatekeepers, such as secretaries, counselors, school social workers, etc. received mandatory training on date     ________.
ENROLLING and SERVING



 FORMCHECKBOX 

      has a confidential conversation with the family, determines eligibility (or calls liaison or EP when eligibility questions arise), explains the student’s rights (including the right to stay in the school of origin and receive transportation to the school of origin), and asks them to fill out EP paperwork if eligible. Emphasize services and a family’s rights and avoid the word “homeless.” 
 FORMCHECKBOX 

__________ faxes referral to EP. Note: Services cannot be withheld while we wait for the paperwork. If there is an emergency need, ___________ will alert EP immediately.

 FORMCHECKBOX 

In situations when staff learns that the student does not want to enroll but wants to continue attending school of origin elsewhere,        alerts EP immediately. 
 FORMCHECKBOX 

     alerts       at the school to ensure immediate enrollment, as well as prompt and proper placement.

 FORMCHECKBOX 

      ensures that the student receives Free and Reduced Lunch without having to fill out any paperwork (because they are categorically eligible – liaison must verify status).
 FORMCHECKBOX 

     is available to conduct quick academic assessments if necessary to ensure proper educational placement of student.
 FORMCHECKBOX 

     makes sure that if special education services are needed, they are provided, even if the IEP hasn’t been received from home school.
 FORMCHECKBOX 

     is in charge of gathering necessary records (i.e. vaccination records, teacher reports, transcripts, IEP, etc.) once the student has been enrolled and started attending class. This person contacts EPHY when problems arise in gathering information about student.

 FORMCHECKBOX 

      works with teachers and other staff to ensure barriers to success are removed for the student. This person knows the obstacles students sometimes face, including lack of space to study at home, inadequate food and clothing, etc. This person can encourage and assist teachers in making a smooth transition for students by having a prepared list of class routine and procedures, assigning a class buddy, etc.
 FORMCHECKBOX 

      connects students to educational services they are eligible for, including Head Start, vocational education, tutoring, etc.
When the Education Project learns of a referral:

· EP attempts to do an intake with the family/student.

· EP submits transportation requests to        and once arranged, will contact family with details OR       

· EP documents all identified students and shares this list with the liaison each month. Twice a year, EP gives the list of identified students to WISD’s MSDS staff, who shares the list with individual district MSDS contacts.
· EP communicates with District Liaison and School Ally about needs.

 FORMCHECKBOX 

      alerts EP when a homeless student has consistent attendance problems.

 FORMCHECKBOX 

     alerts EP when a homeless student leaves the school.
