End of School Year Checklist
a) Obtain school’s exit/year end checklist and complete

b) Complete the classroom inventory required at your school site

c) Return borrowed materials (e.g., RTs, Unified Resources Library)

d) Post-test students using Brigance or other assessment instrument

e) Check to see if the school has funds that need to be spent – and offer to spend them

f) Be sure that ESY referrals and paperwork have been completed. Submit to Head Teacher for submission to Coronado Complex.

g) Complete Progress Toward Goals and report cards

h) Turn in transportation forms for the next school year
i) Files and Folders – RTs will assist

i. Confidential Folders (Red File) – must include progress toward goals; usually held by the Head Teacher or Evaluation Specialist

ii. Cumulative Folders – school based – usually in the main office; must include state testing results

iii. Working Folders – should be turned over to Head Teacher or site mentor; need to be purged

j) Take home all personal items

k) Check with the school technology person about locking up computers, assistive tech devices, etc.

l) Turn in keys to office
OVER

Thinking ahead to Next Year:
a) Organize lesson plans into binders so you are ready to begin next year

b) If you are on a school committee, find out if there are any tasks or information you need

c) Get phone numbers of staff you want to stay in contact with over the summer

d) Reflect on the past year. What worked? Why? What didn’t work? Why not? What skills would you like to strengthen?

Closure Activities

· Remember When (students develop a time line on the board marking significant events)

· Best Thing That Happened (each student shares the best thing that happened during the year)

· Time Capsule (students include items that represent them as a group)

· Reflect & Report

· Other Ideas: Bookmarks, personal notes, photos of class activities
