WILLARD SOUTH ELEMENTARY
END OF THE YEAR CHECKOUT
2012-2013
TEACHER___________________________________________________________________________   

This checklist is to assist you in making sure that everything is in order for the close of school.  Please check off items when those tasks are accomplished.  You can place lesson plans, grade/attendance book and purchase orders in the office conference room. WHEN YOU HAVE COMPLETED EVERYTHING, PLEASE CHECK YOUR NAME OFF OF THE LIST ON THE OFFICE CONFERENCE ROOM DOOR.  

PLEASE READ CAREFULLY!
____ 1.  Turn in your current grade/attendance book and lesson plans in the boxes located in the office

 conference room.  Be sure your name, grade level and building on the front of your book.
____ 2.  Remove the cumulative records of any child who has moved.  Give these to the secretary
               (CARRIE) before checking out.

____ 3.  If you have any materials (textbooks or workbooks) which are being replaced by a new series, 
 
 have no use for, or feel should be destroyed, box them up separately, indicating the text subject, 
 
 purpose of removing (replaced, trash, damaged…)and grade level on the box.  The principal 
 
 must approve destroying. Place these items inside your classroom.

____ 4.  Give the secretary the grade card of any student that is absent and/or owes money. Attach a note 
giving specific information for grade cards held because of lunch money due, overdue library 
 book, Tiger Tales charges, INCLUDE THE $ AMOUNT.  Carrie will also run end of the year grade cards for all students and attach them to ALL perm files.  THANKS CARRIE!!
____ 5.  Make sure achievement test scores (labels) are affixed to pupil cumulative record achievement 
and achievement test data cards.  
____ 6.  Please take home all personal items(
____ 7.  Clear all objects from the floor to facilitate scrubbing, this includes closet floors.

____ 8.  Clear all objects on walls which might interfere with normal cleaning.  Do not cover shelving.

____ 9.  Turn in your room key to the principal if you are changing rooms or not returning to the 
 
 
 building and/or district.
___ 10.  Update your inventory on the G:/Drive.

___ 11. Make sure DRA folders are completed and put in cumulative record file for each student. (only 


include DRA and writing prompt from 4th quarter this year—fill out the folder also!!)
___ 12.  Turn in class report of DRA scores and class lists to the principal and update the spreadsheet on
the G:Drive.
___ 13.  Make 25 copies of the letter you send to your students at the beginning of the year. Place these in

the box in the office conference room. It will be mailed out on August 2nd. Meet the Teacher Night will be on Tuesday, August 13th from 6:00-7:00.
___ 14.  We will have Summer School here at Willard South Elementary.  You need to make sure that all

supplies, equipment, and materials are put away. You will need to keep your computers connected and projectors plugged in.  I do not have a list of the classrooms that will be occupied…just plan on all of them! (
PRINCIPAL’S SIGNATURE___________________________________________________  
TEACHER’S SIGNATURE_____________________________________________________

DATE________________________________________________________________________

