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                                                                                           Proposed Timeline*
	
	Actions to Consider
	Person(s)Responsible


	•Begin drafting schedule and obtaining input from faculty on best time/format to provide 
 advising sessions to individual students

· Schedule any face-to-face training you may wish to have

	
	

	
	· 
	

	January
	•Inform advisee parents about program/recruit volunteers – (see advisee parent letter under Community Advisor and Recruitment section of toolkit)
· Recruit volunteer community advisors (see recruitment letters under Community Advisor and Recruitment section of toolkit), finalize all volunteer paperwork and notify volunteers of online training 
· If providing face-to-face training in addition to online training (coming soon), verify and communicate volunteer training date, expectations, and vision for the work

· Share draft of schedule and plans with staff to identify areas that may need adjustment based on instructional needs
•Prepare student folders (if online ILP will not be used)

	

	February
	•Secure and confirm space; confirm times for advising sessions

•Conduct any face-to-face training or verify completion of online KET training

•Encourage students to update ILPs

•Begin announcements for student awareness of advising opportunities

•Notify parents: Infinite Campus Banner, school website, tag line on report cards, school 
  Twitter, local radio or cable stations, newspaper, postings in local businesses  
· Schedule follow-up activities

	

	March
	• Check final plans for accuracy and communicate to all stakeholders; you may want to
   send reminder notices with their session times to volunteer advisors


	


*This document is not inclusive of every activity, but serves as a guide to create your own timeline based on your individual school/district plan 
   for Operation Preparation.
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