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ExCEL ASP Lead Teacher 
Document Submission Timeline and Guidelines 

2011-2012
	Activity
	Due Date
	Who is Responsible
	How to Submit

	1. Quality Self Assessment (QSA)
	· 1st Assessment due 10/28/11
· 2nd Assessment due 5/18/12
	Lead Teacher must submit one copy to Site Coordinator and one copy to Aurelio Cisneros
	· QSAs must be typed.  Handwritten QSAs will not be accepted.

· You may submit copies to Aurelio via Email

	2.  Strategic After School    Action Plan (SASAP) and  subsequent documents
	· SASAP is due 10/28/11
· SASAP End of Year Report due 5/18/12
	Lead Teacher must submit one copy to Site Coordinator and one copy to Aurelio Cisneros
	· SASAP and subsequent documents must be typed.  Handwritten SASAP documents will not be accepted.

· You may submit copies to Aurelio via Email

	3.  Direct Service Logs
	· Logs for first semester hours (40) are due 12/16/11
· Logs for second semester hours (40) are due 5/18/12
	Lead Teacher must submit one copy to Site Coordinator and one copy to Aurelio Cisneros
	· Logs must be typed.  Handwritten Logs will not be accepted.

· You may submit copies to Aurelio via Email

	4.  ASP Leadership Team monthly meeting notes
	Monthly meeting notes should be submitted no later than one (1) week after each meeting
	Lead Teacher must submit one copy to Aurelio Cisneros
	· Meeting Notes must be typed.  Handwritten Meeting Notes will not be accepted.

· You may submit copies to Aurelio via Email.
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