Homebound School Contact Checklist:
This checklist is just for your convenience.  It does not have to used or turned into anybody at any time.  It is not a substitute for reading the homebound manual which can be found at:
 https://www.k12albemarle.org/for-staff/homebound-homebased-services
Please email or call Ashby Kindler at any time with questions:
akindler@k12albemarle.org   (434)-249-6491.

	Check Off             
	TASK
	NOTES/QUESTIONS

	
	Provide homebound form to family, physician, or administrator.
	

	
	Send signed form to Ashby Kindler at                        akindler@k12albemarle.org.           
	

	
	Once form is approved, engage teacher
	

	
	Send payroll documentation form to teacher
and train teacher in Kronos if needed. Explain that both payroll documentation form and Kronos time punches must be completed.
	

	
	Contact Ashby Kindler if you need help finding a teacher.
	

	
	Send name of the homebound teacher to Ashby Kindler
	

	
	Connect teacher and family to schedule homebound services.
	

	
	Connect student’s teachers and homebound teacher.
	

	
	Contact John Mitchem, (Enterprise Application Specialist) to have him add homebound teacher schoology (this is only for middle and high schools) jmitchem@k12albemarle.org
	

	
	Approve payroll documentation form weekly.
	

	
	Send Approved payroll documentation forms to Reeda Deane, Budget and Grant Analyst in Fiscal Services) BY 1:00PM Each Friday.
rdeane@k12albemarle.org
	

	
	Approve Kronos for each homebound teacher every Monday by 1:00.
	

	 
	Keep track of homebound ending date, request new physician orders for extension if appropriate.  Be sure family and teacher are aware of homebound ending date.
	

	
	Consider if a re-entry plan is needed to re-engage student with school.
	



