Principal Checklist of Conference Forms and Responsibilities
August
	Form
	Link
	Due Date
	Completed and Sent

	Fingerprints, DSS Background check, TB Test, Sterling Volunteer Training
	All should be received from the HR department.
	Before Employee begins work.
	

	Fire Drill (1 per week for the first 4 weeks and sent to the Potomac Conference Office)
	http://www.pcsda.org/wp-content/uploads/2021/06/Fire-Drill-Form-Fillable.pdf 

Please note: Fire drill due dates vary with first day of school. Those listed are according to the Conference School Calendar.
	Week 1 – Aug. 19
	

	
	
	Week 2 – Aug. 26
	

	
	
	Week 3 – September 2
	

	
	
	Week 4 – September 9
	

	Employee/Volunteer List Form 1a
	http://www.pcsda.org/wp-content/uploads/2020/07/Employee-List-Form-1a-Fillable2.pdf 
	August 15
	

	New School Board information
Form 18b
	http://www.pcsda.org/wp-content/uploads/2020/07/School-Board-ChairTreasurer-Form-18b-Fillable2.pdf 
	August 15
	

	School Board
	July minutes and Financials
	August 15
	

	Proof of Student Accident Insurance
Form 3
	http://www.pcsda.org/wp-content/uploads/2022/08/Form-3-Student-Accident-Insurance.pdf 
	August 31
	

	Virginia Only
Immunization Requirements – SIS and VIIS reporting form
	http://www.pcsda.org/wp-content/uploads/2022/08/Immunization-Requirements-SIS-VIIS-Reporting-Form.pdf 
	August 31
	

	Curriculum Resource Audit
Form 4
	http://www.pcsda.org/wp-content/uploads/2022/08/Curriculum-Audit-Form.pdf 
	August 31
	

	School Board
	August Minutes and Financials
	August 31
	

	Other Important Reminders
	Check your error and warning report found in the NAD Data Rollup and Fix them in your Student Information System


· Return competed forms to naeemahsp@pcsda.org
