SCCEA

CALVARY CHAPEL EDUCATION ASSOCIATION

NEW CHRISTIAN SCHOOL PLANNING

CHECKLIST

o PRAY WITHOUT CEASING
0 START PLANNING ONE YEAR BEFORE THE FIRST DAY OF SCHOOL

JULY — AUGUST — SEPTEMBER -OCTOBER
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SURVEY CONCERNING OPENING OF A SCHOOL. . IN-HOUSE

SURVEY: OTHER CALVARY CHAPELS IN THE AREA

FIND A MENTOR CC SCHOOL

OBTAIN A COPY OF A SCHOOL ACCREDITATION SELF-STUDY (.LE. ACTS)
CONTACT BJUP ABOUT BOOKS ON SCHOOL START-UP.

RATIFY IN BOARD MINUTES THE START OF A SCHOOL. (DO THIS ALSO
WITH THE INSTALLMENT OF AN ADMINISTRATOR, STAFF MEMBERS,
MAJOR PURCHASES, ETC.)

OBTAIN A COPY OF YOUR STATE’S EDUCATION CODE

NOVEMBER
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DEVELOP MISSIONS STATEMENT — DISCUSS WITH SENIOR PASTOR AND
BOARD. WHAT IS THEIR VISION?

DEVELOP PHILOSOPHY OF EDUCATION — BODY MINISTRY OR
EVANGELICAL SCHOOL

ADOPT STATEMENT OF FAITH OF PARENT MINISTRY

STATE REQUIREMENTS/ LICENSURE (CHECK EDUCATION CODE)
DETERMINE SCHOOL. COLORS AND MASCOT

DETERMINE INITIAL GRADE OFFERING (COMBINED CLASSES?)
DETERMINE STAFF COMPENSATION

DECEMBER
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ADVERTISE AND ANNOUNCE OPENING OF SCHOOL

DETERMINE OUTSIDE CAFETERIA PROVIDER, IF NEEDED

DETERMINE SCHOOL PHOTOGRAPHER (YEARBOOK)

DETERMINE START-UP COSTS AND PRELIMINARY BUDGET
DISTRIBUTION OF TEACHER AND STUDENT APPLICATIONS
ESTABLISH SUPPLY VENDOR ACCOUNT

CONSIDER USING FACTS TUITION MANAGEMENT UNLESS YOU WANT TO
HANDLE THIS IN-HOUSE

RESEARCH EMPLOYEE SCREENING PROVIDER (CHECK EDUCATION
CODE)

STUDENT APPLICATION PACKETS (DETERMINE DEADLINE,
QUALIFICATIONS, TUITION INFORMATION, TUITION ASSISTANCE, ETC.)
TEACHER APPLICATION PACKETS (JOB DESCRIPTIONS, BENEFITS
PACKAGE, REQUIREMENTS, POLICY MANUAL, ETC.)

BECOME A MEMBER OF CCEA & ACTS
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TCALVARY CHAPEL EDUCATION ASSOCIATION

JANUARY
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ADMINISTRATIVE ISSUES (I.R.S., STATE, DEPT. OF HEALTH AND HUMAN
SERVICES, BUILDING DEPT., CONDITIONAL USE PERMIT, INSURANCE,
ETC.)

DEVELOP SCHOOL CALENDAR (HOLIDAYS, BACK TO SCHOOL NIGHT,
SPECIAL PROGRAMS, TEACHERS INTERCESSION, ETC.)

INVESTIGATE OPTIONAL STUDENT INSURANCE COVERAGE
INVESTIGATE SCHOOL INSURANCE

PoLIcY AND PROCEDURE MANUAL

STUDENT MANUEL

TEACHER’S MANUEL

TEACHER INTERVIEWS (ADMINISTRATOR AND SOMEONE ELSE
SHOULD BE PRESENT)

FEBRUARY
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MARCH

APRIL

MAY

JUNE

JULY
a

AUGUST

a

ACQUIRE SCHOOL SOFTWARE (I.E. SCHOOL MINDER)
BEGIN SCHOOL ENROLLMENT
SELECT STAFF

ORDER CURRICULUM

ORDER CLASSROOM FURNITURE AND FIXTURES

ORDER OFFICE, CLASSROOM SUPPLIES

DETERMINE ORDER OF MORNING ASSEMBLY

CLASSROOM PREPARATION

TEACHER ORIENTATION

SEPTEMBER
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FIRST DAY OF SCHOOL
WEEKLY SCHOOL BULLETIN FOR PARENTS/STUDENTS



