Horizon High School
2011-2012 Master Schedule Building Tentative Timeline


DATE



TASK



   PARTICIPANTS

	1.
	October 2010
	Re-evaluating current master schedule
	Principal

· Leadership Team

	2.  
	Nov-Dec 2010
	Review Program of Studies
· Modify as necessary

· Graduation requirement updates

· Printed upon completion


	Principal
· Asst principal(s)

· Guidance

· Dept Chairs

	3.
	Jan 2011
	Meet with guidance department to review process, course numbers and timelines


	Principal

· Guidance

· Dept Chairs

· Middle School Counselor(s)



	4.
	Jan 2011
	Parent Night to distribute program of studies and elective fair (recruitment)

· Distribute registration worksheets to parents
	Horizon High School Staff 



	5.  
	Feb 2011 – April 2011 
	Student Registration
· Meetings in each grade level English classes (9-11)
· Student/counselor registration meetings

· 1 week Counselor flex hours
	Guidance
· Teachers

· Parents

· Students 

	6.
	March 2011
	Rising 9th grade Registration
· Meetings with individual middle schools 
	Guidance
· Middle School Staff

	7.  
	April 29, 2011
	Verify that all students have registered by running course request reports.
	Principal
Guidance

	8.  
	May 11, 2011
	Complete scheduling of unscheduled students.
	Guidance

	9.  
	May 13, 2011
	Run Course Report Tally
· Identify section needs

· Eliminate or combine small courses

· Estimate teacher and room needs
	Principal

	10.
	May 16, 2011
	Share course tallies with department chairs

	Principal
· Department chairs

· Leadership Team

	11.
	May 27, 2011
	Department Chairs present master matrix for individual departments.
· Team considers placements of courses and identifies strengths and concerns/conflicts
	Principal
· Department Chairs

	12.
	May 27, 2011
	Set periods
	Principal

	13.
	May 27, 2011
	Run Simulation
· Look for conflicts

· Balance sections (close as needed)


	Principal

	14.
	Last week of May 2011
	Share Master Schedule with department chairs

	Principal
· Department Chairs

· Leadership Team

	15.
	First week of June 2011
	Run Student Scheduler
	Principal

	16.
	First week of June 2011
	Analyze Scheduling Results
	Principal
· Guidance Coordinator

	17.
	Last week of June 2011
	Final Master and Student Adjustment
	Principal


	18.
	July 2011
	Room Assignments
	Principal

	19.
	July 2011
	Verify Schedules
	Principal

	20.
	July 22, 2011
	Mail Teacher Schedules
	Admin Secretary

	21.
	First week of August 2011
	Mail Student Schedules
	Admin Secretary

	22.
	Aug 8-19, 2011
	Student schedule requests
	Principal
· Guidance

	23.
	09-06-2011
	First day of school
	

	24.
	09-27-2011
	Last day to withdrawal from class without penalty
	Principal

· Guidance


