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1. Set dates for study sessions (refer to calendar)
a. English SSS1 and SSS3 (Mock Exam is SSS2 on January 10, 2015)
b. Math SSS1 and SSS3 (Mock Exam is SSS2 on March 14, 2015)
c. Science SSS1, SSS2 and SSS3
2. Secure a location
a. Technology Needs
i. Document camera
ii. Projectors
iii. Internet Access
b. Classroom Size – accommodate 30-35 students
c. Decide if you will hold all disciplines at one location or rotate locations to ensure no one place is burdened with 7 study sessions.
3. Secure as Site Manager -  refer to Site Manager Duties handout 
4. Determine how many presenters are needed based on projected student attendance.
a. Secure the total number students enrolled in each course
b. Take 65% of that number
c. Divide by 30
d. Example: 400 language Students X .65 = 260 / 30 = 8.6  Secure 9 presenters for the language session
i. This number will possibly need to be adjusted based on the actual student who commit to attend.  Begin requesting this number from teachers about 3 weeks before the study session.
5. Secure needed presenters early based on projected student attendance. 
a. Presenter payments are $300 per session, plus travel and lodging (if needed)  
b. Seek master level teachers in and around your district
c. A+ is developing a list of presenters who agree with having their names on a Partner School Presenter List.
i. Send presenters the Dropbox link to presenter notes
6.  Select a food vendor for snack.
a. Snack is the equivalent of a breakfast sandwich and bottled water


From this point, follow the Partner School Site Manager Checklist and Timeline
