

[bookmark: _GoBack]Beginning of the School Year Checklist
Checklist to make the start of school a little less stressful.

	Completed
	Task
	Notes

	☐	Check that all assistive technology devices are in good working order.
	Click here to enter text.
	☐	Collect classroom supplies
	Click here to enter text.
	☐	Collect worksheets being used and make accessible/digital
	Click here to enter text.
	☐	Collect worksheets being used and make copies
	Click here to enter text.
	☐	Create a classroom rules poster or bulletin board
	Click here to enter text.
	☐	Create a communication log (digital or paper) to keep track of important phone calls, emails, meetings, notes home, etc.
	Click here to enter text.
	☐	Create a welcome packet for all paras (new and experienced) that outlines schedules, duties, expectations, etc.
	Click here to enter text.
	☐	Create IEP-at-a-glance guides for students that can be used by all teachers/paras/therapists
	Click here to enter text.
	☐	Create templates for frequently sent parent communication letters or emails.
	Click here to enter text.
	☐	Decorate & arrange your room
	Click here to enter text.
	☐	Fill out calendar with all meeting dates (i.e. department meetings, PD, IEP due dates and meetings, progress reports, report cards, etc.)
	Click here to enter text.
	☐	Get your data collection material (paper or digital) ready
	Click here to enter text.
	☐	Make classroom schedule for each student for therapy, paras, etc. so you know where they are throughout the day
	Click here to enter text.
	☐	Plan training for all new staff on assistive technology or refreshers for those who want it
	Click here to enter text.
	☐	Print school calendar
	Click here to enter text.
	☐	Review classroom rules and make changes based on last year’s experiences
	Click here to enter text.




	Completed
	Task
	Notes

	☐	Review student IEP’s and get to know your students before the first day of school
	Click here to enter text.
	☐	Review student schedules for changes, mistakes, etc.
	Click here to enter text.
	☐	Send welcome letters to parents and students.
	Click here to enter text.
	☐	Set up gradebook
	Click here to enter text.
	☐	Sign up for professional development
	Click here to enter text.
	☐	Verify paraprofessionals you have vs need based on student list
	Click here to enter text.
	☐	Work on lesson plans for first two weeks of school
	Click here to enter text.
	☐	Click here to enter text.	Click here to enter text.
	☐	Click here to enter text.	Click here to enter text.
	☐	Click here to enter text.	Click here to enter text.
	☐	Click here to enter text.	Click here to enter text.
	☐	Click here to enter text.	Click here to enter text.
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