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December Collaborative Center Monthly Checklist
INCLUDE THIS CHECKLIST WITH YOUR MONTHLY PAPERWORK AND SUBMIT AT JANUARY RECAP
     Collaborative Center: __________________________January Recap Date:________________
· Curriculum and Content Areas checklist
· Creative Curriculum training due for all lead teachers by Dec. 31st. Please submit certificates of completion. (Teachers who have completed this in the past are not required to complete it again.)
· Collaborative Center Contact Tracking – Completed 2nd Parent Contact (Parent Teacher 

Conference) due between ________________________________________. 
· Purpose is to enhance the knowledge and understanding of both staff and parents 

of the child’s education and developmental progress and activities in the program.

· Provide parents with a copy of the Development and Learning Report from GOLD.

· Include School Readiness Goal.

· Refer to the Families, Parent Contacts tab on www.nmcaacc.com for the necessary 
forms to complete the 2nd  Parent Contact – Parent Teacher Conference.

· Submit to your Coordinator at January recap:

· Parent Contacts Tracking with PTC dates 
· Child and Family School Readiness Agreement for each child
___________________________________________________________________________________________________
· Parent Handouts/resources recorded on Family Support Form and submit copy
· Lesson Plans (Record activities related to kindergarten transition on the lesson plans)
     

□week 1      □week 2      □week 3      □week 4

· Write the dates of teacher planning time and number of hours received on the lines below:

□____________      □_____________     □____________     □_____________   □_____________

· GOLD class list updated with newly enrolled students and anecdotes entered for each child
· ESI-R & P(HS) or ASQ & e-DECA (EHS) Completed within 45 days of enrollment and recorded on composite form
· Served Menus 

· Fire Drill date is documented on Posted Fire/Tornado log and included here:

Most recent Fire Drill Date:_______ Most recent Tornado Drill Date: _______

· Daily Indoor/Outdoor Cleaning & Inspection Log
· Training and Subbing form
· In-Kind Enclosed 

□Home Literacy Activities
                                                      
□Monthly Time Sheet 

□Movement Calendar

□Monthly Special Services and In-Kind Documentation
· Well Baby Checks, Physicals, or Dental Exams:
      Notes, Concerns, Questions for Coordinator:       
       Please MAKE SURE COPIES OF ANY NEWSLETTERS OR EVENT FLYERS GIVEN TO FAMILIES ARE INCLUDED
       8/23 
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