INSTRUMENTAL MUSIC FLOW CHART
WEEK 1

· Contact each school

· Meet with each principal to discuss funding and supplies, scheduling instructional day, scheduling orientation assembly for new students
· Collect classroom teacher rosters, bell schedules, and important school documents  

from Principal/SAA

· Contact returning students and determine numbers that are returning

· Distribute student owned instrument purchase forms and resource list

· If instruments were kept at school cross check DESTINY inventory
· Begin cleaning instruments if kept at schools

· Request inventory preparation supplies (tags, sponges etc.)

WEEK 2

· Complete orientation process in collaboration with the principal
· Complete servicing instruments if stored at school
· Prepare instrument tags

· Tag instruments if left at school

· Prepare and copy student/parent instrument documentation

· Distribute instrument documentation to returning students

· Provide copies of all parent/student documentation to SAA

WEEK 3/4
· Collect Instrument Loan Forms from returning students.

· Assign all instruments to students in DESTINY system
· Assess prospective students.

· Provide beginners with necessary paperwork to enroll in class. Copies to Principal/SAA
· Prepare daily schedule and preliminary student roster. Copies to Principal/SAA
WEEK 4/5
· All beginning student instruction begins- with or without instruments

· Flexibility with rosters- add as needed
· All class schedules submitted with adjustments to follow

· Full day of beginner and advanced instrumental instruction

