Teacher Check List

(These items should be turned in to the Front Office)

Beginning of First Semester

· Blank Honors Contract

· Signed Honors Contracts

· Letter to Parents for Principal Approval

· Emergency Folders

End of First Nine Weeks

· Failure List

· Phone Log

End of First Semester

· Blank copy of Semester Exam

· Semester Exams

· Failure List

· Phone Log

· Turn in all in-service you have currently completed.  (you need a certificate of attendance or proof you did attend to get credit)

Beginning of Second Semester

· Update Emergency Folders

· Letter to Parents for Principal Approval

· Blank Honors Contract

· Signed Honors Contracts

End of Third Nine Weeks

· Failure List

· Phone Log

· Make sure you have completed all in-service required for the year

End of Second Semester

· Blank copy of Semester Exam

· Semester Exams

· Failure List

· Phone Log

