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Session #4:
Implementation

You have determined that “yes” you do want to embark on starting a High School.

Now, you must determine “when” to launch the High School and “how” to do it.

The determination of “when” will be made based on the availability of staff, facilities and financial resources.  However, it is safe to say that a period of at least six months is needed between time of determining that a High School will be started and actual opening of the high school.

Step #1:
Setting up the Steering Committee

A Steering Committee should be set up that consists of at least one person from each of the following:  Administration, Board of Directors, Faculty, Clerical/Office Staff, and Motivated Parents.

The job of this committee will be to proceed with the investigation into what is required for launching the high school and for following-through until implementation.

Step #2:
Knowing the Requirements: 

State Department of Education; County School Board; State University System; Accrediting Board

In addition to the components that have been discussed of a “quality high school,” there are additional components and requirements which are mandated by each state’s Department of Education.  Also, some counties within states may have their own requirements.

It is very important to be fully aware of any and all state and county requirements regarding course and graduation requirements, staffing requirements, facility requirements, etc.

It is also very important to find out if there are any reporting requirements.  For example, in Florida, we submit all of our high school students’ transcripts to the Department of Education for evaluation for scholarship eligibility.

Also, within each state university system, there may be additional requirements for university acceptance that may be more stringent than the Department of Education’s requirements.  If is very important to be aware of any differences which may exist.

Finally, if your K-8 school is accredited, it will be essential to know the Accrediting Board’s requirements for high schools, so that, upon re-accreditation, the high school would be added in the evaluation.

Step #3:
Completing the Feasibility Study

The Feasibility Study should have been completed before making the final decision to launch the high school.  However, if it was not, then this is the time to do it.

Now that you are aware of all the requirements for having a high school, it is essential to determine the feasibility of launching one.

Step #4:
Setting Aside the Minimum Amount of Start-up Funding

It must be determined how much money is required for start-up, and this amount must be collected and set aside or used to make necessary preparations.  This money will be used to cover the expenses of:

· Remodeling existing facilities or buying/building new facilities

· Furnishing classrooms and labs if necessary

· Recruiting faculty and staff

· Recruiting students

· Publishing materials

· Purchasing Textbooks
Step #5:
Recruiting and Hiring Faculty and Staff

From the Feasibility Study and the program of education chosen, the needed faculty and staff will need to be recruited and hired.  They will include:

· Faculty (Teachers)

· Guidance Counselor (PT)

· High School Supervisor/Director (PT)
Recruiting of Faculty & Staff can be done through several different avenues which may include:

· Teacher/Admin recruiting web-sites such as www.teachers-teachers.com
· Islamic and/or professional journals

· School’s web-site

· Local google/yahoo groups

· National Listserves


It is important before hiring takes place that clear and comprehensive job descriptions are in place.

Step #6:
Recruiting and Finalizing Enrollment for Minimum Number of Students 


Required

The number of students required to think of opening Gr. 9 will be determined from the feasibility study.

What must be done at this point is actual recruitment – within your current body of 8th-graders and within the community.

What must be determined is how the recruitment will be done.  Any or all of the following methods may be used:

· Ads in the community publications:  Masjid Newsletters; Bulletin Boards; etc.

· Ads in the school newsletter

· Social Networking Sites:  Facebook; Twitter; Blogs; etc.

· Town Hall style meetings inviting prospective parents to meet with members of the steering committee to pose questions and have them answered

· Visits to the homes of prospective parents

· Tours of the facilities

Each of these methods will have a time and money cost.  It should be determined, in advance, how much money will be spent on recruitment.

Also, a data base should be maintained for each method (if applicable) of:

· Who was targeted

· Who was reached

Names, addresses, phone numbers and email addresses should be compiled for follow-up purposes.

· Who actually enrolled (after High School begins)

Step #7:
Remodeling / Purchasing / Move-In Schedule

This may take more or less time depending on what a school has determined are its needs.  If the facilities are sufficient in the K-8 school to accommodate Gr. 9, then the work will be minimal and can probably be completed in a matter of weeks to a month.

If construction of new facilities will be involved, the scope of the construction will determine how early it must be started.

Step #8:
Finalizing Student Handbook

While the Student Handbook that is already in place for Gr. K – 8 may cover 90% of the items related to High School, it is very important to review the policies and add what pertains specifically to high school.  It is important to include a description of the program & course of study; promotion/retention policies (credit-based?); upgrading policy if applicable; affiliations with local community colleges or on-line high school programs if applicable; etc.
Step #9:
Finalizing Academic Calendar

With the launch of a high school, there may be certain dates that are important to keep in mind (PSAT, PLAN, etc.), and a re-evaluation of the academic calendar should be done to ensure that high school needs/dates are being accommodated.

In addition to the published Academic Calendar, it is very important to have an Internal Calendar for administrators and office staff to be aware of and follow.  This calendar will have testing deadlines, submission deadlines if information needs to be submitted to the state, and any other deadlines that pertain to high school.

Step #10:
Placing Orders for Books, Materials & Supplies

When ordering textbooks, it should be kept in mind that books can often be purchased at discounted rates from companies such as Follett or Budgetext.

Also, many supplies and furnishings can be purchased at local auctions that are held regularly throughout the year.
