Adopt a Student In Kenya

Roles & Responsibilities:
Applicant
Roles:
Apply for Student Adoption
Send Tuition Payment 
Voluntary Communications with Student

Sister Parish – Adopt a Student Sub-Committee


Roles:
Recordkeeping:
· Applicant’s name, address, phone
· Number or Students adopted

· Amount Paid 

· Years of commitment per student

· Name of Student(s) adopted

· Student’s School

· Student’s Address


Correspondence:
· w/Applicant – Initial Correspondence:

· Letter of Appreciation

· Confirmation of application, payment, and pledge

· Letter from student(s)

· Student(s) picture


· w/Fr. Christopher

· List of adopted students

· Name of sponsors

· Number of years paid

· Payment amount

· Additional years pledged

· Notice of Payment

Coordination with Parish Treasurer (?)

· Provide Treasurer with checks received

· Request electronic transfer of funds to Siritanyi
Immaculate Conception Parish – Treasurer (?)
Roles:
Receive/Record Funds from Adopt-a-Student Committee



Electronically transfer funds to Siritanyi

Process & Procedures
Applicant:


Complete the application for adoption and submit tuition payment

Adopt-a-Student Sub-Committee:

· Receive applications and payments

· Record applicant’s information: name, address, phone

· Record applicant’s student preferences: Male/Female, Primary/Secondary

· Record amount of tuition received

· Record pledged commitment

· Assign Student to Applicant

· Record Student information: name, address, school, age

· Send Letter confirming the application information and expression of appreciation to Applicant. Include: Student’s picture and letter. 

· Submit tuition payments to parish treasurer (?)

· Request electronic transfer of funds to Siritanyi

Parish Treasurer:

· Transfer requested funds to Siritanyi

Adopt-a-Student Sub-Committee:
· Send letter to Father Christopher indicating total amount of electronic transfer and a breakdown by student with the following information:

· Student adopted, address, school name

· Name and address of person adopting the student

· Amount of payment included in electronic transfer
· Pledged commitment 

· Periodic follow-up with Applicants
· Semi-annually, send note thanking applicant for their commitment.  
· Tuition due notifications
· Assure Applicant has not dropped out of the program

· Notify Applicant when student graduates and no longer requires financial assistance for education.


· Track Student’s Tuition

· Re-assign student if applicant can no longer make commitment
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