ISP PROCESS

· Parents let office know of pending trip.  Office then goes over the dates, contract and expectations with parents and has them fill out the contract. Both parents and student must sign contract.  Office fills in the pertinent info on the green folder (student name, dates they will be gone, number of days they will be gone and teacher name).
· Parent takes the signed contract and green folder to their teacher.  At this time teachers need to reiterate that students out on an ISP must show that they have done 4 hours (3 hours for kindergarten) of work for every school day that they miss (this can be spread out among the non school days that they are gone too).  The teachers will provide work for the student; the office has provided a reading log, daily activity log and journal in the green folder. The office also provides the teacher with a log sheet to list the activities that need to be completed, but teachers may use their own (we just ask that you put a date on it that lets the student know when completed work is to be returned).

· Teacher returns green folder with contract to the office.  Office places student on ISP credit for the days they will be gone.

· Student must returned completed work to the teacher within three days of returning from their trip.  The teacher then has one week to grade and get completed work to the office.  This is where it gets tricky, in order for the class to receive the $10.00 a day the returned work must reflect 4 hours (3 hours for kindergarten) of daily work.  If this does not happen then we change the students attendance to reflect ISP no credit and no funding will go to the class.  I know this sounds harsh, but it is actually a safe guard for the teacher.  If we were to be audited it is the teachers who are ultimately responsible because they are the ones who sign the attendance registers.  

