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TEACHER’S CHECKLIST FOR END OF YEAR ___________

Name of Teacher_______________________________
· Principal or secretary must initial each item, even if it is Not Applicable to your classroom.  A checkmark is not sufficient to check out.

·  Students MAY NOT be left unattended to clean in hallways, outside, moving items from one building to another, etc.  ALL students must be under direct supervision of the classroom teacher or specials teacher at ALL times, NO EXCEPTIONS.

____
1.  All textbooks should be cleaned and graffiti removed by students.


____
2.  All textbooks should be put away in the book room for the summer, unless you have a 
     shelf or closet that is used to store books that will be used next school year.  There 
     should not be any books left on the floor.



____
3.  All bulletin boards should be taken down.  There should be nothing left on the walls 
     (including tape or staples).


____
4.  All chalkboards/white boards should be cleaned.
____
5.  Desks should be cleaned out and scrubbed before students leave. 

____
6.  All chairs, desks, and tables should be stacked against a single wall, out of the way for  
                  maintenance or literature evangelist use during the summer.

____
7  All personal materials must be neatly stored in boxes or tubs, labeled, and stacked 
                  against the wall or on shelves.

____
8.   Teachers must complete cumulative folders with end of year report card and 
                    cumulative record card for each student.  Please see the office.
____
9.  Any teacher not returning for the next school year should turn in all school keys to the 
                  office.
____
10  Attach a note to desks, chairs, etc. that are needing to be repaired or discarded.  Any 
                   other maintenance requests should be given in writing and submitted to the office in 
                   order of importance.
____
11.  All carpets must be vacuumed and shampooed by the teacher (unless classroom 
                    refurbishment is anticipated).
____
12.  Teachers with classroom restrooms must clean the restroom.

____
13.  Submit your next year’s school supply list to the office.
____
14.  All RenWeb errors are eradicated.

____
15.  Dashboard professional data is correct.

____
16.  Dashboard classroom data is correct.

Teachers are on duty until May _____.  You are expected to be on campus until at least 3:00 PM each day.  You are released to your summer vacation plans once you have completed this checked out with the principal or the office.


_______________________________________
________________________________

Teacher’s Signature




Principal/Office Signature
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