Hello Team 

The attached form is the information needed to assist you in the closing / Shut down of the program.  If you take a look at the listed items this will assist you in the process.  When your program is near shut down phase please review the form and contact the National Coordinator or C&R Corporate Office.  
In regards to site files that must be returned to the corporate office, please see the list below and contact me us for further assistance.
1.) Site Files:  
         Admin Site Director Records or documents: Any signed training orientation forms  

         Incident reports, observation notes, etc.
2.) Student Files:
A.) Student general information sheet completed

(note: you may pull 1 from either the student manual or assessment packet.) 

B.) Learning Plans copies 

C.) Pre – Assessment Profile With Assessment
D.) Monthly Progress Reports 

E.) Samples of student work 

Note: Please tear out 3-5 pages total of student work from various sections.
F.) Post - Assessment profile

Please note that with the exception of the items noted above, the used student manual is given to student. 

3.) Extra Unused Materials:
        Please return all tutor manuals, unused student manuals, unused assessments and

        forms.

If you have any questions, please contact the corporate office. Again, please contact me to review and fro any assistance.

(248) 233-6370
Thanks 

C&R Support Staff
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SES/NCLB Shutdown Checklist
District, State:
_______________________________

SITE:
_________________________

DATE:     ________________

C&R Rep:
________________________      
SESSION:________________

Item




Completed



Notes

1. ELA Assessments (ALL)                   _______________          _________________________
2. MATH Assessments (ALL)                 _______________          ________________________
3. Pre & Post-Assessment Profile            _______________          ________________________
4. Progress Reports
                               _______________         ________________________
5. Samples of Students Work                  _______________         ________________________


6. Late Documents:
· HR Documents 

        _______________         ________________________


·  (CR Personnel Form, Transcripts, and Criminal Background Checks)

· Other: __________________     _____________     ___________________________


· Other: __________________     _____________     ___________________________
7. Letters of Recommendations


     (Administration, Teachers, Parents, and Students)

Additional Comments:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


       For C&R Admin. Office Use Only:

               SES Prog. Admin:  ________________________________ Date Reviewed_______________

Comments:________________________________________________________________________________________________________________________________________________________________________________________________________________________________
