
                    revised  spring 2015 

 

Event:      Spring Semester Registration 

When:      First day of spring semester (near the beginning of February) 

Where:     One of the class rooms with retractable walls (class rooms #l-4), or an unused class room    

                             in the annex. 

Why:         Register continuing and new students 

    

Tasks:       

Prior to event  

1)  Remind continuing parents via email and handouts to students during the first Saturday class of the 

year (New Year's Cultural event).  Reminders should have the date of registration and current tuition 

and fee information.  PTC President reminds school board at the board meeting  prior to event 

(December or first week of January). 

 

2) Print up a couple of copies of all registration forms. If more forms are needed use the printer in room 

#5 (annex) and be sure to document in the printer- use- book (number of pages used by PTC and 

purpose).    Have on hand several  Sakura Gakuen packets for new families. The contents of these 

include all registration forms, copy of rules for students, description of current parent participation 

requirements (from web), a welcoming cover letter, current school year calendar, and list of PTC 

contacts. A current copy of the registration packet should be on file in the file cabinet in the teacher's 

room, update that as needed.  Most of the components can be found on the website. 

 

3)  Volunteer duty sign-up can be done online.  Volunteer Coordinator will be familiar with the process 

and provide instruction as needed.  New families (very few if any in spring) will be provided a password 

and username to the website by second week of instruction after they have paid tuition in full. At the 

registration event, they can be walked through the sign-up process, or the Volunteer Coordinator can do 

it live (via coordinators sign-in) with the new family.  Have a print out of the required duties to show to 

families.  

 

4) PTC Treasurer and Volunteer Coordinator coordinate to get a current list of enrolled students and 

families that have fulfilled participation requirements. When the PTC deposit is assessed only once per 

year, this step can be postponed until later in the year, but it can help with targeting efforts to help 

some families with contributing to the school per the minimal volunteer requirements. 

 

5)  <updated 2014 when only pay deposit in fall for entire year>  

The most recent and correct fall roster of students and associate parents/guardians will be used by the 

PTC Volunteer Coordinator and PTC Treasure to create a spreadsheet that will assist in collecting the 

correct amount from each continuing family and to check off who has completed the registration 

process. This will also be used to track who pays in cash and check and the amounts (some have paid 

partially in cash and the remainder by check) as this will help the PTC treasurer immensely.   

 



6) Spring registration of continuing families is simple. Set up a table with room for forms and space for 

treasurer to work.  On the table have a stack of copies of the fall registration forms in alphabetical order 

(family last name).   

A) A family steps forward to register and they are handed their fall form packet to review and a 

red  or green pen (not black or blue).  They are to make any updates in the provided color. If no updates 

are needed they sign or initial the registration form (fall 2015 form will have a spot specifically for this).  

B) If a family did not complete all forms in the fall and that was not rectified earlier this is the 

time to do this.  

C) The next step is to give the parent a copy of the latest school rules and acknowledgement 

form and have them sign it. Their students must sign this and return to the PTC President within the 

next 2 weeks or not be permitted to continue at the school. 

               D) Tuition and dues are then determined for each family based on the spreadsheet (see above 

step  5).  Payments of tuition and materials/books are payable to Sakura Gakuen , the board, the PTC 

dues for the semester and any other PTC assessments are payable to Sakura Gakuen PTC .  

   Spring registration of new families follows the process of fall- 

 A) Welcome and assist with form completion (all relevant forms). 

 B)  Assist with payment of all fees  (PTC Treasurer will be familiar with the fee schedule) 

 C)  PTC Volunteer Duty explained and either walk through online (PTC Volunteer Coordinator or 

other PTC member with access).  A password and username will be provided by email ASAP.  

 D)  Assist with finding correct class and teacher. 

        E)  New spring family text books are NOT purchased until 2
nd

 week, so the student gets placed 

into the correct class level BEFORE purchasing.  Books are purchased through teacher and payable to 

Sakura Gakuen  ( the board) 

 F)  Follow up at the end of the day – did they enjoy it, see you next weekend, etc – be very 

welcoming  please. 

 

7) Keep payments attached to appropriate registration forms. At the end of the event sort forms and 

attached payments alphabetically by last name. Give all registration forms and money to PTC president 

or PTC treasurer. They will make copies of new forms and those that have been updated (new phone, 

address, etc). One copy will be given to the dean and one will be used to generate an updated roster.  

 

8) Assist the PTC as needed (the following weekend) with copying and collating copies of registration 

forms. The Dean requires the original registration form, the completed credit, web access and rules 

forms. The PTC requires a copy of each registration form as does the Sakura Gakuen School Board.  

 

9) Welcome new families and assist them with the myriad of questions they will likely have. As you will 

be busy and focused, introduce them to a member of the PTC so they can have greater attention given 

to their needs, including be introduced to the dean, board member(s) or teacher(s) present at the event; 

find their class level ; the appropriate text book and sign up with the Volunteer Coordinator. 

 



10) PTC officers will generate a new spring roster, listing of payments received and amounts owed 

(delinquent after 2
nd

 week of class), and promptly tabulate and settle the accounts with the Board. A 

parent volunteer may help with the roster as needed. 

 

Supplies:  paper clips to keep checks and forms attached to each other. Bring extra pens. Spreadsheet of 

continuing families, volunteer duties requirements, calendar, fee schedule (online) , signs  to direct to 

event location.  Sign templates, forms and academic calendar can be printed from the school website. 

 

The bulk of the responsibility of this event is on the PTC officers. The parent volunteer(s) assist the 

officers as directed.   


