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	JULY

	ACTIVITY
	DATE

COMPLETED

	Finalize School Budget
	

	Plan August In-service
	

	Prepare Employee Work Schedule
	

	
	


	AUGUST

	ACTIVITY
	DATE

COMPLETED

	Beginning of Year Safety Training with Staff
	

	21/24 Paychecks Selection
	

	Designate Person in Charge in Principal’s Absence
	

	Fire Drill – Two in First Two Weeks of School
	

	I8 A Evaluations – 2nd Review
	

	Identify Program Safety Committee Members
	

	In-service with Staff
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	Prepare Enrollment by Class/Period
	

	Professional Development Plan to include Effective Instructional Leadership Hours
	

	Quarterly Safety Meeting
	

	Review Staff Certification/Rank Changes 
	

	Staff Professional Development Plans
	

	Technical Transcripts for Renewal of 5-Yr. Certificate
	

	Vehicle Inspection Report
	

	Yearly EEO Newspaper Advertisement
	

	
	

	SEPTEMBER

	ACTIVITY
	DATE COMPLETED

	1-Hour Safety Training with Staff
	

	Fire Drill
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	October 1 Enrollment Entered
	

	Regional Tech Prep Meeting
	

	Review Organization Programs of Work
	

	Vehicle Inspection Report
	

	
	

	
	


	OCTOBER

	ACTIVITY
	DATE COMPLETED

	1-Hour Safety Training with Staff
	

	Carl D. Perkins Accomplishments Report
	

	Earthquake Drill (Same Date as Local District Drill)
	

	Fire Drill
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	Program Advisory Committee Meetings
	

	Steering Committee Meeting
	

	Teacher Observations
	

	Tech Prep Self Study/Evaluation will be sent by State Director
	

	Vehicle Inspection Report
	

	
	


	NOVEMBER

	ACTIVITY
	DATE COMPLETED

	1-Hour Safety Training with Staff
	

	Fire Drill
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	National Tech Prep Conference
	

	Quarterly Safety Meeting
	

	Semi-Annual Safety Inspection
	

	Vehicle Inspection Report
	

	
	

	
	

	
	


	DECEMBER

	ACTIVITY
	DATE COMPLETED

	18A Evaluations – Complete Yearly Cycle
	

	1-Hour Safety Training with Staff
	

	Fire Drill
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	Tech Prep Self Study/Evaluation due to State Director
	

	Vehicle Inspection Report
	

	
	

	
	

	
	

	
	

	JANUARY

	ACTIVITY
	DATE COMPLETED

	1-Hour Safety Training with Staff
	

	18A Evaluations-Orientation Meeting/Forms
	

	Fire Drill
	

	Initial Follow-Up
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	Post OSHA 300 Log
	

	Prepare Master Course Schedule for Next Year
	

	Tech Prep Guidelines and RFP will be sent from the State Director
	

	Vehicle Inspection Report
	


	FEBRUARY

	ACTIVITY
	DATE COMPLETED

	1-Hour Safety Training with Staff
	

	Fire Drill
	

	Initial Follow-Up
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	Post OSHA 300 Log
	

	Quarterly Safety Meeting
	

	Skill Standards Testing
	

	Spring Enrollment Numbers Report
	

	Statewide Tech Prep Meeting
	

	Vehicle Inspection Report
	

	
	

	MARCH

	ACTIVITY
	DATE COMPLETED

	1-Hour Safety Training with Staff
	

	Carl D. Perkins Accountability Results Report
	

	Employer Survey
	

	Fire Drill
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	Post OSHA 300 Log
	

	Teacher Observations
	

	Tech Prep RFD due to the State Director
	

	Tornado Drill (Same Date as Local District Drill)
	

	Vehicle Inspection Report
	


	APRIL

	ACTIVITY
	DATE COMPLETED

	18A Evaluations – 1st Review
	

	1-Hour Safety Training with Staff
	

	Extended Employment
	

	Fire Drill
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	Program Advisory Committee Meetings
	

	Program Assessment
	

	Steering Committee Meeting
	

	Vehicle Inspection Report
	

	
	


	MAY

	ACTIVITY
	DATE COMPLETED

	151 B Evaluations
	

	1-Hour Safety Training with Staff
	

	Carl D. Perkins Plan
	

	Fire Drill
	

	Inspect Fire Extinguishers
	

	Monthly Safety Inspections of Labs/Classrooms
	

	Program Assessment
	

	Quarterly Safety Meeting
	

	School Calendar
	

	Semi-Annual Safety Inspection
	

	Vehicle Inspection Report
	

	
	

	
	


	JUNE

	ACTIVITY
	DATE COMPLETED

	Advisory Meetings – Minutes on file for 2 Meetings
	

	Attendance Reports on File
	

	Final Safety Check
	

	Inspect Fire Extinguishers
	

	Pay Checks (to be picked up at school or mailed)
	

	Review and Revise Student Handbook/Publications/School Specific Forms
	

	School Assessment
	

	Telephone Number where Principal can be reached (in office)
	

	Thermostats Adjusted
	

	Vehicle Inspection Report
	

	Work-Based Leaning Annual Report
	

	
	


	ANNUAL REQUIREMENTS

	ACTIVITY
	DATE COMPLETED

	Awards Nominations
	

	Equipment Maintenance Record
	

	Harassment Training
	

	Inventory
	

	MOA with KCTCS
	

	Observe Lockout/Tagout
	

	Policies and Procedures Review with Staff
	

	Program Certifications as Indicated (AWS,ASE)
	

	Program of Work for Student Organizations
	

	Record of Facility Usage after School Hours
	

	Revised Organizational Chart for School
	

	Safety Plans In Place
	

	Safety Training Record
	

	Snow Day Work Plans
	

	Workplace Violence Training
	

	Year End Close Out – Budget
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