Student Assistance Program Checklist
School Name: 

District Name:

SAP Coordinator Name: 

Phone #: 

E-mail: 

Use the following checklist to identify the necessary components for a strong SAP. Place a check in the box that best reflects the current practice of your SAP. 

	District policies, philosophy, procedures
	In place
	Needs improvement 
	Not in place

	Advocates for SAP with central administration and governing board.
	
	
	

	SAP aligns with district and school policies and procedures for e.g. policies related to discipline, substance use, and bullying/violent behavior etc.
	
	
	

	Obtains approval for SAP referral process and forms from district.
	
	
	


	Education of All Staff 
	In place
	Needs improvement 
	Not in place

	Promotes staff development on at-risk issues addressed by SAP
	
	
	

	All new-hire staff members receive orientation training on SAP services
	
	
	

	All staff members know how to make a referral
	
	
	

	All staff members know how to complete a referral form
	
	
	


	Identification and Referral 
	In place
	Needs improvement 
	Not in place

	Students have been given guidelines on how to self-refer
	
	
	

	Students have been given guidelines for expressing concern about a peer
	
	
	

	Students understand the procedure as to when parents will be notified
	
	
	


	Student Support Groups
	In place
	  Needs improvement 
	Not in place 

	Student support groups have been created
	
	
	

	Group 1 Topic. _________________________
	
	
	

	Group 2. Topic _________________________ 
	
	
	

	Group 3. Topic  _________________________
	
	
	

	Group 4. Topic __________________________
	
	
	

	Groups meet regularly
	
	
	

	Groups meet in a private place
	
	
	

	Group size is appropriate
	
	
	

	Group facilitators are trained
	
	
	

	Group facilitators maintain participation data
	
	
	

	Confidentiality issues and boundaries are understood by group members
	
	
	

	Parental permission regarding student participation in groups is established
	
	
	

	Teachers allow students to attend groups
	
	
	

	Most parents allow students to attend groups
	
	
	

	SAP maintains contact with all support group leaders
	
	
	

	SAP assesses case management and utilization data to assure appropriate support groups are in place and match student need. 
	
	
	


	Prevention Activities
	 In place
	Needs improvement 
	Not in place

	A variety of school-wide prevention activities and events related to S3/SAP goals are scheduled throughout the school-year.
	
	
	

	The activities and events are designed to enable students to enhance self-esteem, develop and practice leadership skills, and promote healthy lifestyles.
	
	
	

	The activities and events complement the SAP by providing information related to the impact and pervasiveness of substance use and addiction (for example, guided classroom discussions immediately following an assembly related to prevention).
	
	
	


	Community Networking
	 In place
	Needs improvement 
	Not in place

	SAP information is regularly sent to community service organizations who work with students
	
	
	

	SAP Coordinator develops and maintains a list of community services and resources
	
	
	

	Community-based agencies work collaboratively with SAP efforts
	
	
	

	School administrators have written procedures detailing access to and compliance with school and community services and treatment recommendations
	
	
	


	Program Leadership and Administration
	 In place
	Needs improvement 
	Not in place

	SAP Coordinator meets regularly with LCT team and other S3 school teams
	
	
	

	SAP Coordinator meets regularly with teachers 
	
	
	

	SAP Coordinator meets regularly with administration 
	
	
	

	
	
	
	

	A referral protocol has been developed
	
	
	

	A system for tracking all referrals to SAP is in place
	
	
	

	A system for tracking all referrals from SAP is in place
	
	
	

	SAP Coordinator participates in regular S3 meetings and trainings
	
	
	

	SAP services are described in the student handbook
	
	
	

	SAP services are described on district and school websites
	
	
	

	Staff members are encouraged to join the SAP team
	
	
	


Please note: These items have been adapted from “Help is Down the Hall: A Handbook on Student Assistance Programs” Pg. 88 – 94. SAMHSA, 2007. 
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