NORTHERN LIGHTS SCHOOL DIVISION #113

YEAR END CHECKLIST
School: 

      __
1.
All orders (requisitions) must be submitted for next year.

      __
2.
All final month end reports are due (including MAT database).

      __
3.
Return all A-V equipment to its proper place for summer storage.

      __
4.
Complete computer and A-V inventory.

      __
5.
All library books returned to library and re-shelved.

      __
6.
Complete textbook, curriculum and teacher resource inventory.

      __
7.
Return all resource room material to the Central resource.

      __
8.
Return all science equipment to proper shelves for storage.

      __
9.

Ensure all Science equipment and chemicals are safely and securely stored in a locked facility.  All hazardous materials MUST be labelled clearly.

      __
10.
Cumulative Record folders:



a.
Secured in a locked facility/file cabinet;


b 
Speech, Psychologist and Occupational Therapy reports should be filed properly;


c.
Fill out each child’s attendance for the year;


d.
Indicate Unit or Grade level completed this year on the inside (NO MARKS);


e.
Attach picture of the child and write year below;


f.
Review all data in the folder and discard the inappropriate;


g.
Sort folders alphabetically according to next year’s class list (please do the sorting for those teachers not yet here);
     __ 
11.
Have students clean their desks, tops and inside and outside.

      __
12. 
Ensure that students take home any personal belongings.

      __
13.
Make sure walls, cupboards and top of cupboards are bare.

      __
14.
Report Cards signed by teacher and principal accurately indicating next year’s placement.

      __
15.
Complete Register and submit to principal.

      __
16.
Deliver or mail Report Cards not picked up.

      __
17.
Staff year end attendance.

      __
18.
Maintenance requests submitted on Maintenance Request Forms.

      __
19.
Housing checkouts.

      __
20.
Return all NSLD #113 Keys for those not returning.

      __
21.
Leave storage rooms clean and organized.

      __
22.
All year end program reports as per Deadline Organizer.

                          __________ 
    
 _________  _            __

 __________                           
In-School Administrator
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