STUDENT RESIDENCY QUESTIONNARIE

REGISTRAR CHECKLIST

1. Annually collect a completed form from every student.  The form will be part of the registration packet that includes the emergency card.  An administrator will be responsible for the duplication, distribution, and collect of this form using a process similar to that of collecting emergency cards.
2. Upon new enrollment, collect a completed form as part of the new enrollment process.
3. If any box is selected in Section A, then:

a. Code the data in SASI.

b. Update the Comp Ed field to indicate the student qualifies for participation.

c. Send the form to the appropriate counselor for evaluation.  A counselor or designee (This could be an administrator.) must consult with the student and/or parent/guardian/caregiver within twenty-four hours of enrollment.

d. The counselor/designee will file the completed form at the school site for five years.

4. If Section B is selected, no information is stored in SASI.  The form may be discarded.
COUNSELOR CHECKLIST

1. Complete needs assessment in “counselor” boxes on back side of Student Residency Questionnaire.
2. Follow site procedures for completing NSLP form.  Notify NSLP designee that this student automatically qualifies for FREE lunch.  The designee will indicate this status in SASI.  

3. Explain Title I/Intervention services.  Homeless youth automatically qualify for these services.

4. Review and complete “Notice of Educational Services for Homeless Children and Youth.”  The student and/or parent/guardian keep(s) this form.

5. Discreetly notify student’s teacher of his/her residency status.  Provide a backpack if needed.

6. Send completed Student Residency Questionnaire to the district for auditing purposes.
ADMINISTRATOR CHECKLIST
1. Serve as the school’s advocate for homeless youth.

2. Facilitate the annual distribution and collect of the Student Residency Questionnaire (SRQ.)

3. Ensure that the new enrollment process includes the SRQ.

4. Verify that all residency data is entered into the student information system.

5. Verify that all identified youth have a needs assessment completed.

6. Save all SRQs where information in Section A is noted until ….

7. Serve as the school’s “problem-solver” both for staff and students in issues of homelessness.

8. Annually train staff (Classified and certificated) on issues of homelessness, including student rights, available services, and state/federal mandates.
