Principal’s Checklist

What New Teachers Need to Know

The list is provided as a basis for discussion with the Teacher Preparation & Certification Program (TPCP) intern.  Please check off the items as they are addressed and keep for future reference.

General School and District Policies and Procedures

 FORMCHECKBOX 
 Who is on the administrative team?

 FORMCHECKBOX 
 What are their responsibilities?

 FORMCHECKBOX 
 School Calendar 

      teachers 

                  students

 FORMCHECKBOX 
 Campus Discipline Plan

 FORMCHECKBOX 
 Daily Schedules

 FORMCHECKBOX 
 Lesson Plans

     schedule

     procedure

 FORMCHECKBOX 
 Grading Policy

 FORMCHECKBOX 
 Cumulative Folders

 FORMCHECKBOX 
 Permanent Record Cards

     location

     procedure for use

 FORMCHECKBOX 
 School Health Services

     nurse

     medication

     first aid

 FORMCHECKBOX 
 Dress Code

     teachers

     students

 FORMCHECKBOX 
 Substitute teacher policies and preparation

 FORMCHECKBOX 
 Student Transportation

 FORMCHECKBOX 
 Field Trips

    procedure for approval

                required permissions

    liability questions

 FORMCHECKBOX 
 Schedules of special personnel – art, music, physical education

 FORMCHECKBOX 
 Instructional Assistant (Teacher Aide) Policy

 FORMCHECKBOX 
 Schedules of special support personnel -- occupational therapy, speech, pathology, physical therapy, etc.

 FORMCHECKBOX 
 Committee purpose, memberships, meetings and procedures

 FORMCHECKBOX 
 Emergency procedures: medical, fire and disaster

 FORMCHECKBOX 
 Library or instructional materials center use and personnel

 FORMCHECKBOX 
 Floor plan of the school

 FORMCHECKBOX 
 Playground Policies

 FORMCHECKBOX 
 Parking 

 FORMCHECKBOX 
 Telephone Policy and location

 FORMCHECKBOX 
 Coffee Policy

 FORMCHECKBOX 
 Restroom locations and use policies

 FORMCHECKBOX 
 Parent Contacts/ Conferences

     how often

     home visit policy

 FORMCHECKBOX 
 Bus schedules and routes

 FORMCHECKBOX 
 Professional organizations: structure, influence, and regulation 
