2010-2011 End of the Year Teacher Checklist

After all items are initialed, please leave form in Carole’s mailbox.
	Teacher Initials:
Teacher Name: ________________________

	
	
	Make sure all student belongings are out of the desks and the room.

	
	
	Mail to the school any handouts for registration by JULY 15th .

	
	
	Report any change in insurance status, address or phone numbers immediately to Carole.

	
	
	All materials on walls, bulletin boards or other areas taken down and stored in classroom & counters cleared.

	
	
	Please provide your computer login info:   User name _________________  Password ________________

	
	
	Summer address & phone if different than school year: _________________________________________

	Trudy or Tammy’s Initials:


	
	
	Grade book:  Turned in to office ____   STI ____   Spreadsheet ____  Assessment on report card ____   Other (explain): _____________________________________(Online or Paper)

	
	
	STI generated and Non-STI generated report cards copied for permanent files. Please verify all names against your class list!  Non-STI generated report cards:  please include attendance, teacher name, etc.

	
	
	Material Order spreadsheet / Budget Planning worksheet completed and turned in by 5/6/10.

	
	
	Damaged/Lost books form (workbooks, classroom books, text books) filled out and turned in.

	
	
	Student classroom supply list with suggested changes made or initialed stating it is “OK” as is.

	
	
	Unpaid Obligations/DO NOT DISTRIBUTE form in exchange for student report card.

	
	
	Unissued report cards or other student materials clearly identified by name are to be brought to the office.

	
	
	Keys: Reviewed/updated against master book. BRING YOUR KEYS!  Keeping ___ Returning ____

	
	
	Your Lunchbox account balance:   $___________
Carry over ____
Refund ____

	
	
	Registration volunteer?  Tuesday August 2, 2011, 1:00 to 7:00 p.m.    YES _____    NO _____

	Carole’s Initials:


	
	
	All financial accounts and bills cleared and all funds deposited.

	
	
	Summer paychecks – please check mark one.  I would like my Direct Deposit receipt……
placed in my school mailbox  _____  or  mailed to the following address: __________________________

	
	
	

	Steve’s  Initials:

	
	
	Maintenance or repair requests submitted.  Tape a note stating the problem on your desktop or a note on each item that needs repair. (Student and Teacher)  Room diagram attached. 


Please check with the office before you leave for any last minute issues or questions that may come up. Thank you!
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