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End of the Year Priorities
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Academic Schedules

e Students and staff should leave for the
summer knowing their tentative schedules
for the following year.

* Helps everyone plan and prepare!

* Schedule times during the summer for
revisions to student schedules.



Calendar of Events for the

Next School Year

e Start Planning Now!

— School calendar of events

* Collect already established dates: athletics events,
testing dates, fine arts events, district calendar, student
events, open house, P/T conferences, graduation, etc.

 As staff leave for the summer they already have a
tentative calendar for the next school year

 Awork in progress!!!

— 2-month calendar to start the year (distribute to
staff and families)



End of Year Event Scheduling

e All events

v’ Delegate, but oversee to make sure things are
planned well

v’ Create event checklists
» Tasks to be completed
> Who
» Timeline
» Final check

» http://ilprincipalmentoring.org/resources/t
imelines tasks.html
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Special Considerations

e Graduation

— Committee (include students)
v'Develop checklist
v'Graduation checks
v'Know traditions
v'"Know community expectations
v'|dentify speakers

— Review Speeches

v'Adding your touch
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Planning for Other Special Events

e Award ceremonies

— Academics
— Athletic
— Fine Arts
— Other
* Finals/AP exams  Again
* Fine arts productions — Know traditions
e Last day of school — Evaluate traditions
procedures — Create checklists

— Know your role
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Handbook Revisions

 Committees (teachers, staff, students*,

parents) e

— Student handbook Handbook
— Faculty handbook ‘

— Volunteer handbook |

— AUP

* All must be approved by the Board of
Education
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Student Issues

* Promotion/Retention
— Review district policies
— Meet with teachers/parents/students

* |EPs and 504 Plans
— Be involved
— Set the tone

* Final grades

— Promotion issues
— Graduation issues




Staff End of the Year

e Staff checkout list

— Report cards/Grade records
— Student folders
— Writing portfolios

— Class lists

— Collected fees

— Student desk check * Student checkout list

— Library materials — Textbooks

— Summer contact info — Equipment

— Supplies/Materials/Textbook — Fee collection

orders — Cleaning out

— Room desk/cubbies/lockers
* Inventory — Library materials
* Preparing rooms for summer — Other equipment: athletics,

cleaning

fine arts, vocational, etc.
* Keys
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Staff Feedback on Your Performance

* Simple
— What am | doing that you like?
-What am | doing that vyou

— What would you like me to start doing?
— What would you like me to stop doing?
— What other comments do you have? _—

* More complex | Rl A '3
— 360 evaluations ‘f IJ . I 'bj

— |IPA Principal Evaluation:
http://www.ilprincipals.org/pages/principal eval.html
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To Do Lists

 Equipment * Textbooks
» Inventory » Selection and ordering
> Cleaning for the following year
»Ordering (Don’t >1c%|et€t§fb0ftex’f!00@k§
check numbers for desk What if the textbook is
ordering!) | not returned?)
ok » Storage of textbooks

over the summer

e Building * Supplies
» Summer cleaning schedule > Ordering
» Preparing for the next > Inventory
school year — building and

classrooms > Distribution

» Lab inspections
» Update emergency plans
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Celebrate the End of
the Year

* Faculty/Staff
— Celebrate a successful year
— Recognize their hard work

*Ends the year on a positive note
*Suggestions
v'Picnic Qv
v'Dinner ™
v'Potluck


http://www.google.com/imgres?imgurl=http://parentingtips365.com/wp-content/uploads/2009/05/chalkboard_small.jpg&imgrefurl=http://parentingtips365.com/2009/05/15/teacher-gift-ideas-for-end-of-school-year/&usg=__zr9VR7cKFYdnm7x1vwyVLQrkPY8=&h=340&w=511&sz=80&hl=en&start=7&itbs=1&tbnid=iyuDbDZZkGmvdM:&tbnh=87&tbnw=131&prev=/images?q=end+of+the+school+year&hl=en&gbv=2&tbs=isch:1

June Wrap-up

End of the year reports

Final textbook/supplies/equipment
orders prepared

Checkouts finalized
Activity account audits
Mailing of reports cards/diplomas
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— Schedule 1-2 weeks away from school
— Take a vacation!
— Spend time with loved ones!
— Catch up on professional readings
— Find time to read for pleasure



Summer School

* Mini School Year
— Summer contracts for faculty
— Scheduling

— Building usage
— Textbooks, supplies, etc.
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Getting Ready
for

Shod
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Preparing for Next Q‘

School Year

 What are your priorities? @

MEEEEESY

— Take time to reflect on previous year

* Personal
» Review feedback from staff and superintendent

» Develop goals and action plan for next year including
professional development

* School
» Where are we?
» Where do we need to be?
»What ' s needed to I mprove our

» This should include a conversation with building leadership
team or key school leaders.
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Regular Meetings

Superintendent/
District staff

— Review summer
responsibilities
— Tasks

Office staff

— Prepare for new
school year

Custodial staff

— Cleaning /repair
schedule

AD

— Summer sporting
activities

— Prepare for
upcoming sports
seasons

Sponsors

— Summer student
activities
— Planning for

upcoming school
year

Parents/Community
Members



Preparing for the Next Year

Student Issues

e Schedules
* Registration materials
e Students records
— Rolling over (temp and permanent records)
— Graduating or leaving
— New students
 New student orientation
— |D students needing |IEPs or 504s
— Medical conditions
— Special event/mentoring

* Athletic exams and fall practice schedules

e Student handbook (lawyer approval, board approval,
copying and distribution)
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now ,‘ Preparing for the Next Year
Mt"'“""” l

* Hiring
— Certified & Non-certified
* |dentify the positions to be filled

Staffing Issues

* Make sure you understand the processes and
procedures to fill a position
» Who is involved?
» What is my role?
» Do | have the liberty to develop my own system?

* When?
e Make sure and check qualifications/references

What if you cannot fill the position?
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Preparing for the Next Year

Personnel Issues

* New hires

— Orientation sessions

— Mentoring program

— On-going induction program
* All Staff

— |dentify a date when teachers can begin
preparation of their classrooms

— Schedules
— Evaluation schedule

* Room assignments
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Planning for Those First Weeks

* Teacher in-service

* First day of student attendance

* First week

* Volunteer induction/training

* Meeting with parent organizations
* Open House

* Etc., etc., etc.

* http://www.ilprincipalmentoring.org/resources/i
ndex.html
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And Remembe

Enjoy!!!
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