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JOB: Enrollment Coordinator
 
LAST UPDATED/CHANGED: May 2020

JOB DESCRIPTION:
The Enrollment Coordinator (together with the Administrative Coordinator) is 
responsible for the enrollment and admission activities of NVNS. As part of this effort, the Enrollment Coordinator processes incoming enrollment paperwork as it arrives, administers the annual enrollment survey, and maintains the class rosters, birthday lists, and student files when school is in session.

JOB DUTIES:
· Receive, process, and file all enrollment paperwork, and continue enrolling families to fill classes as needed throughout the year.
· Create and maintain confidential student files containing all required records for each member child and working parent. These files must be kept in the locked file cabinet at school whenever school is in session. 
· Create the Membership Roster, Child Care Facility Roster, Withdrawals List, and Birthday List, keep them updated throughout the year whenever a student enters or leaves NVNS or anytime the information they contain changes, and distribute them appropriately.
· Communicate with the Job Coordinator regarding which working parents need to go through Orientation and to obtain School Job assignments for the roster.
· Provide updates to the Board regarding relevant enrollment and/or roster updates throughout the year.
· Remind current families several times throughout the year that siblings are not automatically enrolled and that Sibling Wait List Forms should be filled out. (It is a nice idea to give one to parents after the birth of a new baby.)
· Prepare for the following year’s Fall Enrollment, which includes:
· Enrollment Survey: Survey current families to determine class preferences for continuing students and younger siblings for the following fall. (This should happen before the Parent Information Night takes place so the Administrative Coordinator can use the results to estimate the number of available slots for Wait List families.)
· Parent Information Night: Work with the Administrative Coordinator to plan and direct a Parent Information Night (generally held in January or February) for all Wait List families, including advance publicity.
· Enrollment Packets: Work with the Administrative Coordinator as needed to prepare and distribute the enrollment paperwork for next year’s fall enrollment. This process includes working together to update and generate the master forms for the Enrollment Packet, as well as copying, compiling, and distributing enrollment packets and/or forms. (This happens mostly in the early spring when the enrollment process for the next fall begins.) 

JOB REQUIREMENTS:
· This is an elected Board position.
· Attend all Parent Meetings, Board Meetings and Board functions.
· Participate in Board Set Up, Orientation, and Parent Information Night.
· Computer proficiency including data entry and Excel spreadsheets.
· Extensive phone time and exceptional organizational and communication skills.
· Summer work is required.


GENERAL INFORMATION

Items Signed Out to the Enrollment Coordinator:
· As the Enrollment Coordinator, you will have in your possession three important items that will make it possible to do your job effectively:
1. Enrollment Coordinator Keys: Your set of keys includes a P.O. Box key, a master key for the building (which opens the church door), Room 1, Room 2, the telephone cabinet, Cabinet 4 in Room 1, the file cabinet, etc.
2. FedEx Card: Your FedEx card will allow you to make all the copies you need and have them charged directly to NVNS. When you use the card, please make sure to get a copy of the receipt and give it to the Treasurer for record-keeping purposes. (Receipts for other expenses not purchased at FedEx, such as postage, should be submitted to the Treasurer for reimbursement.)
3. Enrollment Coordinator Laptop and/or Flash Drive: The laptop/flash drive is the most valuable item that you will possess. Not only is it of value in and of itself, but many important Enrollment documents are contained in its memory, so it’s crucial to back up your data regularly. Be sure to update all forms and documents (including this job description) as needed, and be prepared to hand over the laptop/flash drive completely updated and current to your successor.

Confidentiality
· The Enrollment Coordinator (together with the Administrative Coordinator) is responsible for all duties and activities involved in enrolling families/children at NVNS. As part of this process, the Enrollment Coordinator maintains all required records for each member child and working parent in our files at school. During the course of collecting and filing paperwork, you will become privy to certain confidential information contained in the children’s files. It is your job to make sure that information pertaining to children’s health and development, as well as personal family matters that parents have entrusted to you, is not disseminated. You should discuss such information with the Director and Administrative Coordinator as appropriate, but no one else, including the rest of the Board. All files must be kept locked at all times.

Teamwork
· The Enrollment Coordinator works closely as a team with the Administrative Coordinator, Vice President (if needed to help collect late paperwork from families), Job Coordinator (primarily for School Job assignments), Treasurer (for registration, insurance, and tuition check hand-offs, and for issuing refunds when students withdraw). This is very much a team effort during the initial enrollment process and throughout the school year; each team member can only do their jobs properly if they have excellent communications with each other.

Second Set of Eyes
· As the Enrollment Coordinator, you may find that you need to send out a variety of wide-audience communications to remind families of upcoming due dates, etc. Please make sure to get a “second set of eyes” to review any communications you plan to send that have a wide audience (e.g. the whole school, or all new families, etc.), just to make sure that everything makes sense and seems accurate. (This expectation is true for all Board members because it makes the school look unprofessional if we send out erroneous and/or unclear communications.) Any member of the Board can perform this reviewer role for you, but you may find that the Administrative Coordinator is the best choice in most cases since the two of you will be working so closely together.

School Mail
· The Treasurer picks up and distributes the school mail from the post office. During the summer, you will need to work out a delivery plan with the Treasurer for hand-off of any arriving enrollment paperwork; during the school year, they will simply leave your incoming mail in the Enrollment Coordinator cubby. The Enrollment Coordinator and the Administrative Coordinator both have keys to the school’s P.O. Box, so either of you may elect to check mail if you’re expecting something specific. (Our P.O. Box is #2213 at 1625 Trancas Street.) You may be asked to cover for the Treasurer and check for mail if they’re unable to at any point.


NEW ENROLLMENT

General Process Information
·   When there are class spaces available, the Administrative Coordinator contacts the families of prospective students based on priority rules and Wait List precedence, and distributes enrollment paperwork to them as appropriate. (See www.nvns.org/enrollatnvns/ for more information about our “Enrollment Process and Precedence Criteria”.) The busiest time for new enrollment will be during the spring and summer months, and you and the Administrative Coordinator should be in close contact regarding what paperwork to expect.
· Each family is given a time limit of 10 days to return their enrollment paperwork (with the exception of the medical forms—see “Note” below), along with their registration, insurance, and tuition fees. Tuition is due the 1st of the previous month—so for enrollment prior to August, September’s tuition is due August 1st; for enrollment thereafter, it’s due at the same time as the registration and insurance fees. If enrollment occurs after school starts, the Administrative Coordinator can help determine the correct fee amounts.
· Note: The deadline for the medical paperwork is 30 days after enrollment, but we can be flexible as long as the family stays in contact. However, working adults MUST present their TB test or risk assessment results, and required immunization records PRIOR to their first day working in the classroom.
· Do not accept money without a completed Admission Agreement and do not accept an Admission Agreement without all the money that is due.
· When a family submits their initial enrollment paperwork and fees (or even the minimum requirements—a completed Admission Agreement AND all of the money that is due), notify the Administrative Coordinator immediately. Also, if enrollment occurs after the initial membership roster has been distributed, all Board members should be notified. (It’s helpful to include reminders for the specific Board members who may need to take action as a result of the new enrollment—the Administrative Coordinator can be a good resource if needed.)
· Once you receive a completed enrollment packet, make sure that the family has returned all of the required paperwork and fees by the appropriate deadline, verify that all forms are filled out properly and completely, and (if necessary) work with the family to address any discrepancies. (This is one of the most difficult aspects of this job, and it will definitely be the most time-consuming.) Make use of the appropriate checklist—the requirements differ for ”New” or “Continuing” students—to keep track of enrollment paperwork and fees for each student. (Note that while students who withdraw mid-year and then return the following year will generally follow the “New Student” checklist, they will NOT be required to pay another Registration Fee.) Also, once you have reviewed the completed paperwork, it should be moved into a file labeled with the student’s name. (Please see the “Medical Requirements” and “Membership Files” sections below for more details.)
· You may use the “Enrollment Paperwork Tracking” Excel file (or another method of your choice) to keep track of enrollment paperwork/fees from the checklists. It serves as a very helpful overview of what still needs to be collected from which families as the deadlines are approaching. There are additional worksheets in this Excel file for tracking (and distributing lists for) any “no permission” entries on the Field Trip and Photo Release Form, as well as any allergies from the initial enrollment paperwork. (Please see the following bullet regarding hand-offs for more information.)
· Once you have reviewed and logged everything on the appropriate checklist, you will need to do some paperwork and information hand-offs, specifically:
· Staffing Forms: Separate by MWF and T/TH class and then give these to the appropriate Class Scheduler. (In the case of Staffing Forms received during the spring and summer early enrollment process, keep a file for hand-off at the July Board Meeting; otherwise give them to the Schedulers as you receive them.)
· Sibling Wait List Forms: Make sure to note the date you receive each of these on the form itself (which will become their Wait List date), then give them to the Administrative Coordinator.
· Tuition Assistance Applications: Give these to the Administrative Coordinator.
· Registration Fees, Insurance Dues, and Tuition Payments: As you collect these payments, make sure to record them on the checklist you are using for that student, then give them to the Treasurer for deposit, noting the totals for registration, insurance, MWF tuition, and T/TH tuition for each payment. (If you are using the Enrollment Paperwork Tracking Worksheet, it would be helpful to save a simplified version of it—containing the student name, class, and check numbers for the payments made—to send to the Treasurer for their records.)
· (For payments received during spring and summer early enrollment, check in with the Administrative Coordinator before handing payments off for deposit—she may want to handle the deposits herself. Also, there is no need to hold payments during the summer until the new fiscal year starts. Instead, they should be deposited as they are received and logged as income for the appropriate school year.) 
· Any Allergies: Notify teachers of any and all allergies noted on the Preadmission Health History form and/or the Consent for Emergency Medical Treatment Form. Use the “Allergies” worksheet found in the “Enrollment Paperwork Tracking” Excel file to record this information, then email a PDF of it to the teachers in August and give them a printed copy at the August Board Meeting. That being said, for any indication of a life-threatening allergy, the teachers should be notified immediately so that they can discuss it with the family. If new students with allergies enroll after the list has been provided to the teachers (including any time during the school year), it is important to notify them right away. 
· “No Permission” entries on the Field Trip & Photo Release Form: Use the “Photo Release” worksheet found in the “Enrollment Paperwork Tracking” Excel file to record all No Permission entries on this form for all students and notify teachers, the Administrative Coordinator, the Webmaster, the Communications Chair and the SmugMug parent(s) of these students in August. If new students with “no permission” entries enroll after the list has been distributed (including any time during the school year), it is important to notify the group at that time.
· Contact Information Form: This form is used to capture contact information (and preferences) for the roster. If a family answers “NO” to the question of whether they have regular access to email correspondence, please connect them with the Communications Chair, who can work with the family to make sure we have a plan in place to ensure that the family receives important information from the school, their Team Lead, their Scheduler, etc.
· Work with the Job Coordinator to ensure that the family goes through Orientation and gets a School Job assignment, and add them to the Membership Roster, which will automatically add them to the Child Care Facility Roster and Birthday List. (Please see the “Rosters & Birthday List” section below for more details.)
· Welcome the new family at their first Parent Meeting.


WITHDRAWALS & DISMISSALS

Withdrawals
· Members are responsible for giving NVNS (via the Enrollment Coordinator) two-week written notice when they leave the school. If a member notifies you orally that they are withdrawing, remind them they need to write a note so you can put it in their file and so that any applicable refunds can be issued. Also, remind them to turn in their job file and any pertinent job materials. This is supposed to be done at the time of their two-week notice.
· When a family leaves, you need to notify the Board of Trustees immediately.
· The Treasurer must be notified of the exact date in order to provide the family with any necessary refunds, and will apply any appropriate proration. The Treasurer can’t return any fees owed the family until written notice of withdrawal has been received. Also, the Job Coordinator may need to reassign School Jobs to cover whatever the withdrawing family was previously doing.
· Once the child has actually left the school, enter their last day of school in in the "Date Left" field of the 'Master Data' roster worksheet, then copy their entire row from that worksheet and paste it into the 'Withdrawals' worksheet. Then remove them from the Membership Roster (refer to detailed instructions in the roster Excel file), Child Care Facility Roster, and Birthday List, distribute them accordingly, and notify the general membership at the next Parent Meeting.
· File the written notice in the back of the child’s folder, pull the child’s two forms (“Identification and Emergency” and “Consent for Emergency Medical Treatment”) from the Field Trip folder to return them to the child’s folder, and then place the withdrawing child’s folder behind the current class folders, facing backwards. (We are required to keep all children’s paperwork on file for 5 years. If withdrawing members want their paperwork back, make copies and keep the originals.) 

Dismissals
· If a member fails to fulfill their commitments to NVNS, they will be asked by the Board to leave the school. This is the job of the Vice President, President or Director. It is the responsibility of the Vice President to author a Letter of Dismissal. Each case has its own unique circumstances, and these should be incorporated into the dismissal notice. The Administrative Coordinator will then add the member’s name to the “Membership Problems” file (which contains the names of families who left NVNS in poor standing and are not allowed to rejoin with the current child or future children), and file the dismissal letter in this file AND in the member’s individual file.
· As the Enrollment Coordinator, you may (or may not) be made aware of the reason for the dismissal. Either way, the process for handling dismissals is the same as withdrawals, except that you don’t need to collect written notice.


MEDICAL REQUIREMENTS

Medical Exemptions and Waivers
· The following is a quick reference for exemptions to medical requirements. For details, refer to the corresponding sections:
· Immunizations (Child): Exemptions allowed for medical reasons only.
· Physician’s Report (Child):  Exemptions allowed only for religious reasons.
· TB Screening/Assessment (Child): No exemptions allowed; if risk factors are present, a TB test must be performed.
· TB Tests or Risk Assessments (Working Adults): No exemptions allowed             
· Immunizations (Working Adults): Exemptions allowed for Measles and Pertussis for medical reasons only. Influenza can be exempted with written statement. 

Immunizations (Child)
· Every child enrolled in NVNS must be current on all immunizations and present proof of such before attending school. Immunization requirements are set by the State (these can be found on the current “Windows for Immunizations” pink sheet and at http://www.shotsforschool.org/child-care/).
· Exemptions for certain vaccine(s) may be granted for medical reasons (temporary or permanent), in which case, a doctor’s written statement is required. For temporary medical exemptions, the child is admitted conditionally; take note of the end date of the exemption, and if it expires during the school year, follow-up to make sure documentation of all required doses are added to the student’s file by that end date. (See the back of the blue immunization card for detailed instructions regarding the requirements for claiming each type of exemption.) 
· Conditional admission is permitted for children who have received some but not all required immunization doses and are NOT CURRENTLY DUE for any doses at the time of admission. These students should NOT be admitted until they have received all doses that are currently due, but if additional required doses are due later, the children may be admitted conditionally. The family is then notified of the date(s) by which the child must complete the required immunization(s) in accordance with Guide to Immunizations Required for Child Care from the Shots for School website. Take note of the date(s) and follow-up to make sure documentation of all additional required doses are added to the student’s file by the due date(s). 

Immunizations (Adult) 
· The Administrative Coordinator is responsible for processing the adult immunization paperwork, so the two of you should make a plan for the hand-off of this paperwork to the Administrative Coordinator for processing and the return of this paperwork to the Enrollment Coordinator for filing. This proof of adult immunizations is required by state law, so it is important to be sure that all documents go to the correct student files and that the related information is recorded on each Student Checklist. 
· Each working adult must provide proof of immunization for Measles, Pertussis, and Influenza before working in the classroom.  Exemptions may be granted for medical reasons (temporary or permanent), in which case a doctor’s written statement is required. A person may exempt himself or herself from influenza with a written statement. 
· If proof of Influenza vaccination is submitted (instead of a signed note declining), state law requires proof of the Influenza vaccine being administered between August 1st and December 1st for each calendar year that someone works in the classroom. (Also, if proof is initially submitted of Influenza vaccination being administered between 8/1-12/1 of the previous school year, proof of a new Influenza vaccination administered between 8/1-12/1 during the current school year must be submitted as well. Keep a list of all working adults who will require follow-up for new documentation—October would be a good time to follow-up.)

Physician’s Reports (Child)
· Each child must have a Physician’s Report (filled out by their doctor) on file with NVNS prior to attending school. (In case the Physician’s Report is delayed, get a 


· copy of yellow immunization card or doctor’s printout so the blue immunization card can be filled out and the report can be filed with the County in time.)
· The only exemption to the Physician’s Report requirement allowed for by the State is for religious beliefs. If someone does choose to exempt their child for religious reasons, they must provide us with a written statement which indicates their:
a.	Acceptance of full responsibility for the child’s health;
b.	Refusal to obtain a medical examination of the child;
c.	Request that no medical care be given to the child.
· They must also provide information relative to the child’s health history.

TB Screening/Assessments & TB Tests

Child
· Every child enrolled in NVNS must have proof of a TB screening/assessment (NOT necessarily a TB “test”, unless risk factors are present) prior to attending school. This can be satisfied by the physician checking the appropriate box on the Child’s Physician’s Report (or it can be stated in Physician’s report). State regulations say that the assessment should be less than one year old.

Working Adult
· Any adult who will be working in the classroom must have proof of a current TB test or risk assessment, and proof of required immunizations on file with us, along with a signed Personal Health Statement, prior to the first day the adult works in the classroom.  NO EXCEPTIONS. The state considers parents working in the classroom to be employees, and regulations say that their TB test or risk assessment must be dated no more than 60 days before their first day of employment. 
· This means that the working adult TB tests or risk assessments must be fewer than 60 days old when their child first enters NVNS and either of these is good for 4 school years thereafter as long as the family is continuously enrolled. New TB tests or risk assessments will be required for returning working adults after 4 years and for families who are not continuously enrolled.

Positive TB Results
· If a child’s or parent’s TB test is positive, they may be enrolled at NVNS only if:
1) They show proof of a negative chest X-ray and have a physician’s clearance to attend school or work closely with children in a school setting; OR
2) They provide a physician’s certification that they are undergoing preventive treatment and it is safe for them to be in close contact with young children.
· Children/parents with positive TB tests who do not have one of the above cannot be enrolled at NVNS, no exceptions. For potential working parents who cannot provide adequate assurance that they are not a risk to others working in a school setting, the CHILD may be enrolled so long as there is another properly-credentialed parent or adult who can work in the parent’s stead. If there is no other approved adult to work in the classroom, the child cannot be enrolled.


State Immunization Forms

California School Immunization Record (“Blue Cards”)
Fill in a blue California School Immunization Record for each child after you receive the Physician’s Report and copy of the child’s immunization record. (The immunization information may be provided directly on the Physician’s Report, or as a copy of the child’s yellow immunization card, or as a print-out from the doctor’s office.) Completing the blue cards early means that the families will have time to get any missing immunizations (or submit the appropriate medical exemptions) before school starts. 

Annual Immunization Assessment Report (“Childcare Report”)
The Annual Immunization Assessment Report is normally due by the end of September or the beginning of October, and all enrolled children must be in compliance with state immunization requirements by the time it is submitted (either by having all required immunizations, submitting medical exemptions, or meeting the requirements of conditional admission). The Administrative Coordinator should receive a copy of the report and detailed instructions, along with the exact due date of the report (which can be filled out and mailed back or submitted online)—and there’s usually not much lead time to complete it. The report should include only children who are enrolled at NVNS by the due date, so it is neither necessary nor advisable to do a revised assessment if children enter or leave the school after that date. You will need to work closely with the Administrative Coordinator to ensure this report is completed by the due date. If you have already completed all of the blue cards, the Administrative Coordinator may simply use those forms to complete this report and your involvement will be very minimal.


MEMBERSHIP FILES

Membership Files

Membership Files must remain on school grounds while school is in session. If you need to work on them during the school year, you can do so in school (outside of class hours), or take them across the hall into the church nursery (the “nest”) for your convenience. You may take them home over the summer, but they must be returned to school prior to the first day of school session.

Membership Files contain confidential information and must remain locked at all times. The Director, Administrative Coordinator, Enrollment Coordinator, and Executive Board Members (i.e. President, Vice President, Treasurer, and Secretary) all have keys to the file cabinet. Anyone else who needs to access emergency information should use the posted Membership Roster in the phone closet.

Each child’s file must contain the following parent/guardian-completed forms in order to attend NVNS:
· Current NVNS Admission Agreement
· Identification and Emergency Information
· Consent for Emergency Medical Treatment
· Child’s Pre-admission Health History—Parent’s Report
· Notification of Parents’ Rights
· Notification of Personal Rights
· Contact Information Form
· Staffing Form (Note: The Schedulers keep this, so it’s OK if it isn’t in the file.)
· Field Trip & Photo Release Form

In addition, the following medical information must be contained in each child’s file (see the “Medical Requirements” section above for more details about each requirement):

For Each Child
· Physician’s Report—Child Care Centers
· TB Assessment/Screening
· Copy of Child’s Immunization Record 
· Blue California School Immunization Record (filled out by Enrollment Coordinator)

For Each Working Adult
· Physical Health Statement
· Current TB Test or Risk Assessment Results
· Immunization Paperwork for Measles, Pertussis, and Influenza

As you get enrollment forms back, check them over carefully to be sure they are filled out properly and completely, and work with the families to address any discrepancies as appropriate. The State checks the Membership Files when they inspect the facility, and errors can result in fines for the school. Start a labeled file for each child as soon as you get their signed Admission Agreement, and use it to store everything that needs to be kept on file for that child. You will be handling a lot of paperwork, and if you wait to create the new files, things can get hectic, and papers may get misplaced. (You are welcome to use the school’s label maker.) Also, for continuing students, you should reuse their files from the previous year so all of their paperwork is in one place. Finally, if a younger sibling is starting school and the parents’ medical paperwork from a departing older sibling is still current, you should move it into the younger sibling’s file.
· Note: At some point around the time school starts, the Administrative Coordinator will pull all of the completed “Identification and Emergency” and “Consent for Emergency Medical Treatment” forms out of the individual student files and group them all together into class files so they can be easily taken along for field trips. Whenever a student enrolls AFTER school has started, the Enrollment Coordinator should be the one to pull these two forms from the new student file and add them to the Field Trip folder for their class (alphabetical by last name).

Important Note: If for some reason it isn’t possible to get all of the required paperwork on file for a particular student prior to their first day of school due to extenuating circumstances, make sure that at the very least, we have a signed Admission Agreement, Identification and Emergency Information, Consent for Emergency Medical Treatment, and TB Assessment/Screening on file, as no child can participate in class without those. Also, no parent may work in the classroom (not even once) without having a signed Physical Health Statement and TB test or risk assessment results on file. (We can try to be flexible in giving people extra time for the children’s medical paperwork since doctor’s appointments can’t always be scheduled quickly. Also, for children with fall birthdays, some physicians will not fill out their Health Screening Report until they complete their annual birthday check-up. As long as the family is in close communication with you and has shared the date of the scheduled exam and provided something from the doctor stating that all immunizations are current —such as a copy of the yellow immunization card—the child may attend NVNS.)


ROSTERS & BIRTHDAY LIST

Membership Roster
You are responsible for keeping the membership roster current, with separate sections for each class. Use the roster Excel file and fill out all fields in the “Master Data” worksheet (which will automatically populate the related worksheets: Board, Website, Birthdays, and two Child Care worksheets). Most of the information required for the “Master Data” worksheet can be found on the Contact Information Form and the Identification & Emergency Information Form, but you will have to get the Family Type and Student Type from the Administrative Coordinator, and the School Job/School Team assignments from the Job Coordinator. All rosters should include a date so we can determine which version is the current working copy.
· The reason we have a Board roster and a Website roster is that the Board members require more information than we provide for the entire school membership, and some of this information is confidential. It is very important to double-check and make sure you’re using the intended roster view/worksheet every time you send, post, or distribute school rosters. 
	
You will need to have a tentative membership roster ready for the June Board Meeting. Due to frequent changes occurring in membership during the summer, you will need to update the roster again for the July and August Board Meetings. The initial Board roster must be emailed to the entire Board, including the Director and Administrative Coordinator, and circulated again every time there are updates as many Board members use the data it contains to perform their job functions. (In particular, during the summer months, the Schedulers use roster data as they create their September class schedules, and the Job Coordinator needs it for the summer mailer and School Job assignments.) Also, in late August or early September, the Website roster will need to be sent to the Webmaster so it can be uploaded to the NVNS website in preparation for Orientation, and a new copy will need to be sent to the Webmaster any time changes are made from that point forward. (Note: There is no need to have earlier versions put on the website as no one will be looking there for the roster until after Orientation.)

It is very important that you notify the Director, the Administrative Coordinator, and the Board members immediately of each and every change in the membership roster as it occurs so they can do their jobs properly—and the Webmaster needs to be notified as well if any of the fields included in the website version of the roster are updated. In addition, during the school year, make sure to keep current hard copies of the website version posted in the coat closet in Room 1 AND in the Emergency Bin in Shed 2, and keep the membership informed of any roster changes at the Parent Meetings. (Note: For the hard copy in the coat closet, it’s helpful if you tape the top of each page to the bottom of the previous page so the entire roster can be seen at a glance.)

In a nutshell, once school has started, anytime you update the roster, you need to:
· Notify the entire Board, including the Director and Administrative Coordinator.
· If the updates impact the website version of the roster, send a new copy to the Webmaster so it can be uploaded onto the website, and print and distribute new hard copies for the coat closet in Room 1 AND the Emergency Bin in Shed 2.

Birthday List
You are responsible for providing and maintaining a birthday list for each class, using the “Birthdays” worksheet in the roster Excel file. It should be ready for the July Board Meeting because the Schedulers will need the birthday information to create their September class schedules in August. Whenever you make membership roster updates that impact birthday list information (e.g. new students, withdrawals, students changing classes, birthdate corrections, etc.), make sure to provide an updated birthday list to all of the Class Schedulers and the teachers. 

Child Care Facility Roster
You are responsible for maintaining a Child Care Facility Roster (CCFR) for each class, using the “Child Care Facility Roster” worksheets in the roster Excel file. The Date Enrolled should reflect the date the child started school, and the Date Left will remain blank until school ends unless the child withdraws mid-year.) State law requires that form LIC 9040 (link below) is used; print the CCFR worksheet for each class and attach a blank copy of the current state form behind it. 
· http://www.cdss.ca.gov/cdssweb/entres/forms/English/LIC9040.pdf

You will need to have the Child Care Facility Rosters ready for the start of school, and they will need to be updated, printed, and distributed throughout the school year anytime there are changes that impact the contents (e.g. new students, withdrawals, contact information or Physician changes, etc.). This is a State requirement, so it’s important to include all necessary information. During the school year, hard copies of the current version of the Child Care Facility Roster must be kept at school in 2 places:
· The CCFR print-out for each class must be placed at the back of their sign-in clipboard. In case of emergency (or a fire drill) at school, the School Director takes the appropriate clipboard(s) out of the classroom—not only to make sure all of the children in attendance that day are safely out of the building, but also to have each child’s emergency contact numbers on hand should they be needed.
· The CCFR print-outs for both classes must be kept in the Emergency Bin in Shed 2.

In addition, at the end of the school year, final copies of the full CCFR print-outs for both classes (with the “Date Left” fields filled in) should be placed in the Membership Files cabinet in Room 1. The Child Care Facility Rosters need to remain on file at the school for 3 years.


KEY ENROLLMENT ACTIVITIES FOR THE NEXT SCHOOL YEAR

Parent Information Night
The annual Parent Information Night provides interested families with an opportunity to meet the School Director and other families, tour the school, and get information about the school and enrollment. It is generally held in late January or early February, so you will need to meet with the Administrative Coordinator well in advance to determine where your assistance is needed and to develop an overall plan for the timing of the various related enrollment activities. (Note: The timeframes listed for related activities assume that Parent Information Night is being held in late January, but they may need to be adjusted based on the actual date.)

Advance publicity for this event is very important to ensure a good turn-out. An invitational email should be sent to all Wait List families (especially those who are eligible to enroll for the upcoming school year), preferably at least 2-3 weeks prior to the event. The Napa Mom’s Club Preschool Expo takes place in early January, so flyers/postcards will need to be ready before the end of Winter Break. Talk with the Administrative Coordinator in advance to determine what assistance you can provide—you may be able to help with creating the flyers and/or postcards, planning the event itself, etc. Also, the two of you should determine what assistance will be needed from other Board members during the actual event—e.g. set-up/clean-up, snacks, posters, etc.—so volunteers can be solicited in advance.

Specific Board members will be required to participate in Parent Information Night, and your assistance will be particularly important since you need to be available to help answer enrollment-related questions. In addition, the Administrative Coordinator will bring copies of the current Wait List and may enlist your help in verifying that families who inquire are in fact on the list, etc.

Enrollment Survey
The annual Enrollment Survey asks all current families to indicate their enrollment plans for their currently enrolled children, as well as any younger siblings ready to be enrolled for the next school year. You will need to prepare this survey so that it’s ready to be handed out at the January Parent Meeting (or put in the cubbies shortly thereafter), so we can get a good idea of how many openings we are likely to have during the next school year before Parent Information Night. The due date should require a quick turn-around since it only takes a few moments to fill it out. Enrollment Surveys from previous years are available on your laptop for reference purposes.

Once you have received completed surveys from all currently enrolled families, compile the results and share them with the Administrative Coordinator. These results will be used in conjunction with Wait List dates to determine who goes into which class so enrollment packets for the next school year can be placed in cubbies for continuing students and incoming younger siblings. (Also, the Administrative Coordinator will use these survey results to determine how many slots we have available for Alumni and Wait List families so they can be contacted once enrollment actually starts.)

Enrollment Packets
Check in with the Administrative Coordinator to see if your help is needed to update, photocopy, and compile the enrollment packets. The packets include Cover Letters, School Forms (if changes are needed), and State Forms (if new versions have been published). The Administrative Coordinator maintains a file box with copies of all of the enrollment paperwork used to create the enrollment packets, so outdated hard copy forms will need to be replaced with the current versions as part of this process.
· Note: The packets for continuing students include significantly less paperwork than those for new students since we already have their medical paperwork on file. Also, we use different Cover Letters for the various types of families—i.e. “Returning Families Same Child” for continuing students, “Returning Families New Child” for younger siblings of current families, and “New Families New Child” for Alumni families who have been away from the school for more than a year as well as for brand-new families. These Cover Letters should welcome each family to the school, list the forms included in their packets, and give them the appropriate due dates to return their completed paperwork and fees. 

It’s very important to make sure that the information in the enrollment packets is as accurate, current, and complete as possible, so you and the Administrative Coordinator should both review the updated versions of all forms before they are finalized and photocopied. As part of this process, it’s crucial to make sure that any relevant Board decisions made throughout the course of the school year are reflected in the enrollment paperwork (e.g. fee amounts, expectation changes, etc.), and in this effort, two sets of eyes are definitely better than one. 

Should you need to access any of the current NVNS enrollment forms, PDF files of each can be found on the password-protected “Board Member Resources” section of the NVNS website, http://www.nvns.org/members/board-information/.

Once the enrollment paperwork is ready, you or the Administrative Coordinator need to place packets in cubbies for currently enrolled families who are returning with continuing students and/or younger siblings (based on Enrollment Survey results and Wait List dates). In addition, the Administrative Coordinator will start contacting Alumni and Wait List families to fill any remaining slots and distribute enrollment packets accordingly.


MONTHLY DUTIES

MAY

Board Meeting
The May Board Meeting is a joint meeting including both the outgoing and the incoming Boards. The outgoing Board will preside over this meeting. You will be there to be welcomed to the Board and participate in a meeting prior to the first meeting in which your incoming Board will preside (i.e. June). 



EVERY MONTH (starting in June)

New Enrollment
Work closely with the Administrative Coordinator to ensure that enrollment paperwork is received and processed in a timely manner, and update the Board as appropriate. Most of this work will take place during the spring and summer, but enrollment may continue throughout the school year if we have spaces available. Also, as you receive paperwork (i.e. Staffing Forms, Sibling Wait List Forms, and/or Tuition Assistance Applications) and/or payments (i.e. registration fees, insurance dues, and/or tuition payments) that need to be handed-off to someone else, make sure to review and log them on the appropriate checklist, then give them to the appropriate people in a timely manner. It is important to note any outstanding forms, signatures, etc. requiring follow-up; the Enrollment Paperwork Tracking Worksheet is helpful for this purpose. (See detailed instructions in the related sections above.)

Back-Up Laptop Files
It is important to back-up your active files (Roster, Enrollment Paperwork Tracking Worksheet, etc.) at least once a month on the flash drive provided.

Monthly Parent Meeting (N/A for June, July, and August)
Provide relevant updates regarding enrollment, roster updates, etc.

Monthly Board Meeting
Provide relevant updates regarding enrollment, roster updates, etc. If you have enrollment-related paperwork that needs to be handed off to other Board members, this can be great opportunity to do so.

JUNE

Perform the monthly duties described in the “Every Month” section above. In addition:

FedEx Card
If you don’t already have a FedEx Card for NVNS, this would be a good time to talk with the Vice President about getting one.

Membership Files
As soon as school lets out for the summer, you are welcome to take the file folders for returning students home with you so you can work on them over the summer. Check with the Administrative Coordinator first to make sure the annual End-Of-Year File Clean-Up has been completed (this includes pulling the “Identification and Emergency” and “Consent for Emergency Medical Treatment” forms from the Field Trip folder and returning them to the individual student folders). Also, in order to avoid being swamped right before school starts, this would be a great time to start creating labeled files for new students so you have a convenient place to store their paperwork. (See the “Membership Files” section above for more details.)



Membership Roster
Make sure you have a tentative Board-view Membership Roster ready to share with the Board at the June Board Meeting. (See the “Membership Roster” section above.)

Summer Mailing
The Job Coordinator will be preparing a Summer Mailer to email to all enrolled families; you will be asked to review/provide content regarding enrollment.

JULY

Perform the monthly duties described in the “Every Month” section above. In addition:

Membership Roster
Bring hard copies of the current Board-view Membership Roster to share with the Board at the July Board Meeting. (See the “Membership Roster” section above.)

Birthday List
Make sure you have a tentative Birthday List ready to share with the Schedulers and the teachers at the July Board Meeting. (See the “Birthday List” section above.) Whenever you make membership roster updates that impact birthday list after it has been distributed, make sure to provide an updated birthday list to all of the Class Schedulers and the teachers. 

Staffing Forms
Make sure you have the Staffing Forms you have collected thus far ready to hand-off to the Schedulers and the teachers during the July Board Meeting. The schedulers need this information in order to create their September class schedules.

Board Meeting
This is the half-way point for the summer, so be prepared to report on class membership and how the enrollment forms are coming in from incoming families. Also, as mentioned above, make sure you have a tentative membership Roster, Birthday List, and Staffing Forms ready to share at this meeting.

September Tuition
During the month of July, it’s a good idea for the Enrollment Coordinator or Treasurer to ask the Communications Chair to include reminders about the upcoming due date for September tuition (i.e. August 1st) in school-wide communications emails. However, as the end of July approaches, a more direct approach may be appropriate. Connect with the Treasurer in late July to determine if there is a need to remind families who have not yet paid their September tuition – and if so, determine who, how, and when it will be done. A few suggestions:
· If there are still a lot of families whose payments are missing, a group email to all of the families who haven’t yet paid (using the BCC option so individual families aren’t identified) may be the most efficient course of action.
· If there are only a handful of families whose payments are missing, making direct contact with them via phone, text, etc. may be more effective.
· Whether or not you two decide to contact families who have not yet paid before the August 1st due date passes will depend largely on the situation (e.g. how many are still missing, how many school-wide reminders have already gone out, how busy the two of you are, etc.).
· However, the two of you should definitely consider contacting families whose payments are still missing as the August 10th deadline arrives, since failure to make that payment on time may result in those families forfeiting their spots for Fall. (Historically, we know that there are families who do not see the communications emails that go out during the summer, and we don’t have any Parent Meetings during the summer to provide an opportunity for live reminders. So, for the <hopefully small handful of> families who are about to miss the 8/10 due date for September tuition, providing a bit of up-front support can be very helpful.)

AUGUST

Perform the monthly duties described in the “Every Month” section above. In addition:

Tuition Due
September tuition is due August 1st and the late payment grace period ends August 10th. Any families who have not paid their September tuition by August 11th must forfeit their spot, so make sure to keep the Administrative Coordinator informed. Any families joining after this point will owe tuition, registration, and insurance when they turn in their signed Admission Agreement—which is all due within 10 days after they receive the enrollment packet in order to hold their slot. During the month of August, it’s a good idea for the Enrollment Coordinator or Treasurer to ask the Communications Chair to include reminders about the upcoming due date for October tuition in school-wide communications emails. However, as the end of August approaches, you should connect with the Treasurer to determine how to proceed with families who have not yet paid their October tuition. (See “September Tuition” section above for related suggestions.)

Notify the teachers of Student Allergies
Email a PDF of the “Allergies” worksheet (from the “Enrollment Paperwork Tracking” Excel file) to the teachers in August and give them a printed copy at the August Board Meeting. If new students with allergies enroll after the list has been provided for the teachers (including any time during the school year), it is important to notify them at that time. 

Distribute List of “Field Trip & Photo Release” Responses
Email a PDF of the “Photo Release” worksheet (from the “Enrollment Paperwork Tracking” Excel file) to the teachers, the Administrative Coordinator, the Webmaster, the Communications Chair and the SmugMug parent(s). If new students with “no permission” entries enroll after the list has been distributed (including any time during the school year), it is important to notify the group at that time. 

Board Meeting
Since this is the last Board meeting before school starts, make sure you have an updated version of the membership roster ready to share with the Board as various Board members will be using it to get ready for the start of school. You will also need to have a short introduction written for the first newsletter at this meeting. (This is an introduction stating who you are and what your job at NVNS entails. If you have questions regarding this, you may refer to introductions included in past September newsletters on the NVNS website.)

Membership Roster
Towards the end of August, work with the Webmaster to ensure that a current copy of the roster is available on the website prior to Orientation (generally in early September).

Child Care Facility Roster
You will need to have the Child Care Facility Roster ready to print and distribute at school in early September, so it would be a good idea to make sure this is ready towards the end of August. (See “Child Care Facility Roster” section above for more details.) 

School Calendar
The School Director determines the dates of various events and activities for the School Calendar, and the Webmaster should have them posted on the NVNS website prior to Orientation. Make sure to note the dates of important events requiring your participation on your personal calendar (including Board Set-Up, Orientation, Parent Information Night, etc.).

SEPTEMBER

Perform the monthly duties described in the “Every Month” section above. In addition:

Input Beginning-of-School-Year Date
Write the date of the first day of school in the “Date of Admission” section of the Identification & Emergency Information forms in every current student’s folder. Enter the first day of school in the “Date Enrolled” column of the Membership Roster.

Membership Files
Make sure all student files are complete and placed inside the locked file cabinet in Room 1 prior to the first day of school! (See “Membership Files” section above for more details, including what to do in situations where it is not possible to get all of the paperwork in a particular student’s file prior to the first day of school.)

Board Set-Up
Board Set-up involves unpacking and setting up the school so it’s ready for the first day. It will be at the beginning of September. All Board members are required to participate as this replaces their Housekeeping Saturday.

Orientation
Orientation is usually sometime during the week before school starts, and all Board members are required to attend. The Job Coordinator plans Orientation, but may request assistance from you as the Enrollment Coordinator. During Orientation itself, you will be asked to introduce yourself and you may be asked questions regarding paperwork requirements. As a member of the Board, you may also be asked to take an active role in the tour portion of Orientation, along with other members of the Board.

Orientation is also a great opportunity to collect any missing information from incoming families, so make sure to ask any families with outstanding paperwork and/or fees to bring them to Orientation, and set up a table in the back of the room so you can connect with incoming families as they arrive. Paperwork that is still incomplete as of the end of Orientation may result in the release of that child’s spot in the school, so make sure to update the Administrative Coordinator if anything is still missing at this point.

Membership Roster
Make sure the Membership Roster is current and distribute hard copies at school before the first day of school. (See the “Membership Roster” section above for more details.)

Child Care Facility Roster
Finalize the Child Care Facility Roster and distribute hard copies at school before the first day of school. (See the “Child Care Facility Roster” section above for more details.) 

Annual Immunization Assessment (“Childcare Report”)
This report is generally due in September or October, so reach out to the Administrative Coordinator in early September to see if any assistance may be required from you, beyond ensuring that the blue cards are all completed and on-file by the start of school. (See the “Annual Immunization Assessment Report” section above for more details.)

Parent Meeting
The membership should be notified during this first Parent Meeting that the current membership roster is always available on the NVNS website. Ask every family to check the roster for errors or omissions and let you know if any changes need to be made. It is helpful to have a hard copy of the “Master Data” worksheet from the roster Excel file available to route around and/or have families initial during this meeting. Also, this meeting is a great opportunity to share a quick reminder that throughout the year, families need to notify you anytime they have changes to their address, contact information, etc. so you can update the various rosters, files, etc. 

OCTOBER

Perform the monthly duties described in the “Every Month” section above. In addition:

Parent Meeting
Remind the membership to submit Sibling Wait List Forms for younger siblings.

Follow-Up with Working Adults Regarding Influenza Requirement
If proof is initially submitted of Influenza vaccination being administered between 8/1-12/1 of the previous school year, proof of a new Influenza vaccination administered between 8/1-12/1 during the current school year must be submitted as well. Refer to your list of all working adults who will require follow-up for new documentation—October is a good time to follow up with these working adults and get their updated proof on file before the December 1st deadline.


NOVEMBER

Perform the monthly duties described in the “Every Month” section above. In addition:

Enrollment Planning
Talk with the Administrative Coordinator to start planning for the next year’s enrollment—in particular, based on the date of the upcoming Parent Information Night, decide when publicity for the event needs to be ready, when Enrollment Surveys for current families need to be handed out, when it’s time to start working on updating the enrollment packets for the next year (and when you hope to be able to start handing them out), etc. The more the two of you discuss these topics and figure out a plan for what needs to happen while things are relatively quiet, the smoother the process will be during the hectic period when these activities actually need to take place. Note that the timeframes indicated below for the various enrollment activities are suggestions based on recent years—they may need to be adjusted based on the overall plan you develop with the Administrative Coordinator.

DECEMBER

Perform the monthly duties described in the “Every Month” section above. In addition:

Parent Meeting
Ask families to begin considering their plans for the next school year, as enrollment surveys will be passed out at the January Parent Meeting. Also, inform families of the date of the upcoming Parent Information Night, and encourage them to invite interested families to attend. 

Parent Information Night
Provide the Administrative Coordinator with any assistance needed to start preparing for Parent Information Night, especially advance publicity since it will need to be ready to go before the end of Winter Break. (See the “Parent Information Night” section above for more details.)

Enrollment Survey
Prepare the annual Enrollment Survey so that it’s ready to be handed out at the January Parent Meeting. (See the “Enrollment Survey” section above for more details.)

Board Meeting
Update the Board on the outcome of the November Enrollment Planning discussion you had with the Administrative Coordinator, including letting the Board know when you will be handing out Enrollment Surveys to the current families, mentioning the areas where assistance will be needed for Parent Information Night (e.g. set-up/clean-up, snacks, posters, etc.), etc. The January Parent Meeting comes up really quickly after the holidays, so it pays to make sure the Board is up to speed about the overall plan and ready to assist as needed before school lets out for Winter Break, especially since enrollment surveys will be distributed during the January Parent Meeting. Also, provide a quick reminder that specific Board members will be required to participate in Parent Information Night.

JANUARY

Perform the monthly duties described in the “Every Month” section above. In addition:

Parent Meeting
Remind families of the date of the upcoming Parent Information Night, and encourage them to invite interested families to attend. In addition, you will be handing out Enrollment Surveys at this meeting; share the details during the Parent Meeting and ask that the surveys be filled out and returned that night. Remind the membership that the enrollment surveys need to be returned by EVERY family, regardless of whether or not the family will be returning in the Fall. Also, inform the families that based on their responses on the survey (and Wait List dates), enrollment packets for the next school year will be placed in cubbies for continuing students and incoming younger siblings, and they will need to be returned in a timely manner in order to hold their Child’s slot for the Fall.

Enrollment Survey
Distribute the annual Enrollment Survey at the January Parent Meeting—or in cubbies right after the meeting for those who are absent. Make sure that each currently enrolled family returns their survey, then compile the results and share them with the Administrative Coordinator. (See the “Enrollment Survey” section above for more details.)

Parent Information Night
Provide the Administrative Coordinator with any assistance needed in finalizing the details for Parent Information Night (e.g. agenda, helpers for set-up/clean-up, snacks, posters, etc.), as well as during the event itself. (See the “Parent Information Night” section above for more details.)

Board Meeting
Give the Board an update on recent major enrollment activities, especially Parent Information Night, the annual Enrollment Survey results, etc., and if you haven’t already done so, solicit volunteers to help with Parent Information Night (e.g. set-up/clean-up, snacks, posters, etc.).

FEBRUARY

Perform the monthly duties described in the “Every Month” section above. In addition:

Parent Meeting
Give families a quick overview of the current plans for distributing Enrollment Packets for continuing students and younger siblings, anticipated due dates, etc.

Enrollment Packets
Work with the Administrative Coordinator to get the enrollment packets for the coming school year ready for distribution. The process of updating the enrollment paperwork should start as early as possible so you have plenty of time. (See the “Enrollment Packets” section above for more details.)

Enroll Current Families
Once the enrollment packets are ready, work with the Administrative Coordinator to distribute them to currently enrolled families who are returning with continuing students and/or younger siblings, make sure each family returns their paperwork appropriately, review the completed forms to ensure that they are in sync with what you were expecting in terms of class preferences, etc., then let the Administrative Coordinator know the outcome so Alumni and Wait List phone calls and packet distribution can begin.

California School Immunization Record & Windows for Immunization Forms
You (or the Administrative Coordinator) need to ensure that we have enough of the current version of the blue “California School Immunization Record” forms for the upcoming school year, along with a few copies of the current pink “Windows for Immunization” form that is used to assess the information captured on the blue cards. These forms can change as new licensing laws and immunization requirements are instituted, and the most current version can be picked up at the Napa County Public Health Department at 2751 Napa Valley Corporate Drive, Building B, Room 101.

MARCH

Perform the monthly duties described in the “Every Month” section above. In addition:

Parent Meeting
Remind returning families of the due dates for the Enrollment Packets for continuing students and younger siblings as appropriate.

Enroll Current Families
Continue the tasks described in February for currently enrolled families as appropriate.

Begin Fall Enrollment
Once currently enrolled families have been processed appropriately, the Administrative Coordinator will start distributing enrollment packets to Alumni and Wait List families. You will need to process these packets as they are returned, and remain in close contact with the Administrative Coordinator so you both know the current status of what has been distributed and received. Make a plan with the Administrative Coordinator regarding hand-off of adult immunization paperwork for processing.

APRIL

Perform the monthly duties described in the “Every Month” section above. In addition:

Parent Meeting
If current family enrollment is still in progress, remind returning families of the due dates for the Enrollment Packets for continuing students and younger siblings. This can be a great opportunity to collect any paperwork that is still outstanding!

Communicate with Schedulers
Make the MWF scheduler aware of any children from the MWF class who will not be leaving the school, as it impacts the May schedule.   

Continue Fall Enrollment 
Continue the Fall Enrollment tasks described in March as appropriate.

Enrollment Coordinator Elect
Make contact with the Enrollment Coordinator Elect and begin to acquaint her/him with her/his new job. Though the new Enrollment Coordinator does not technically take over the job until June 1st, keep them apprised of your major activities during the remainder of the school year and be prepared to hand the job over at the Joint Board Meeting (or by the first week in June, at the latest). Update the Enrollment Coordinator Job Description, clean-up and organize files on the Enrollment Coordinator laptop, etc.

MAY

Perform the monthly duties described in the “Every Month” section above. In addition:

Input End-of-School-Year Date
Write the date of the last day of school in the “Date Left” section of the Identification & Emergency Information forms in every current student’s folder. Enter the last day of school in the “Date Left” column of the Membership Roster.

End-of-Year Clean-Up of Membership Files
The Administrative Coordinator will perform an annual End-Of-Year Clean-up of the Membership Files once school has ended (either at the end of May or beginning of June), destroying files older than 5 years, moving files for students who are not returning to long-term storage, etc. You will need to make sure that a final hard copy of the current year’s Child Care Facility Roster for both classes is placed in the Membership Files cabinet as it needs to remain at school for 3 years. (See the “Child Care Roster” section above for more details.) 

Provide Information for Alumni Wait List
Send the Administrative Coordinator the final roster Excel file for the current school year.

Enrollment Coordinator Elect
If you haven’t already completed thoroughly training the Enrollment Coordinator Elect and getting everything ready to transition, you need to do so during the month of May. The new Enrollment Coordinator is expected to take over the job responsibilities no later than the end of the first week of June.

Board Meeting
This is the Joint Board Meeting where the outgoing Board presides and welcomes the incoming Board into their new jobs. If you have completed training the Enrollment Coordinator Elect, this is also a good time to hand over the Enrollment Coordinator materials (e.g. laptop, keys, paperwork, etc.).
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