South Lewis Central School District Elementary AIS Check-List
_______
Send out Parent Notification Letters (put a copy of this letter in each child’s AIS folder) 

–teachers should check with their principal or guidance office to see if this is the teacher’s responsibility or the office takes care of this
_______
AIS Caseload List or Push/In & Pull-Out Form – so we can set up your TSDL and for Title I reporting requirements
_______
Submit a copy of your schedule to your building principal
_______
Review student data and communicate with teacher of record to determine areas of weakness
_______
Complete Diagnostic/Prescriptive Plan for each student (to be kept in AIS folder) 
_______
Complete the AIS Tracking Log (front cover of student AIS folder)

_______
AIS Log to outline what you are teaching each student (Must be filled out a minimum of 1X per week and filed in student AIS folder at the end of each quarter) 
_______
Progress Report every marking period (Sent home with report cards.  At the end of the year or if a child is dismissed, put a final, cumulative copy in AIS folder and permanent folder)  Elementary AIS teachers will ensure they get the progress reports to the classroom teachers to include with report cards each marking period.
UPON COMPLETION OF SERVICES:
_______
Parent Dismissal Letter (put a copy of this letter in each child’s AIS folder)
_______
If LLI, print out data report and file 1 copy in the AIS folder 
Logistics:  Each student will have 1 AIS folder for their entire South Lewis schooling.  All teachers will file their paperwork into this folder.
Parent Communication:  One criterion of AIS and Title I is that parents must be informed of ways to help their child at home.  All providers should periodically offer tips and resources for parents to utilize at home with their child.  Doing this on progress reports is a great time to offer your professional guidance.  Please file copies of parent communication in the child’s AIS folder.
Communication is Key – Do you have a system in place to get feedback to and from the classroom teacher so your efforts are coordinated?
