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 New Principal Checklist                                                     Summer Tasks

· What are your priorities?

· SIP activities

· Staff development activities

· Personnel

· New hires

· Contracts

· Plan orientation for new staff and new teachers (mentoring)

· Identify a date when teachers can begin preparation of classroom

· Establish evaluation cycle for next year

· Faculty handbook (lawyer approval, board approval, copying and distributing)

· Student Issues

· Registration materials (What forms do you need?)

· Student records

· Rolling over

· Graduating or leaving (temp and permanent records)
· New students

· New student orientation
· Identify students needing IEPs or 504 Plans

· Medical conditions

· Athletic exams and fall practice

· Student handbook (lawyer approval, board approval, copying and distribution)

· Building Maintenance

· Cleaning of facility

· Preparation of classrooms (supplies, equipment, textbook, desks)

· Labs inspected
· Ordering

· Textbooks

· Supplies

· Opening in-service

· Teacher notification

· Focus – What are the priorities?

· First day of student attendance

Take care of yourself!


Enjoy your summer!



Make sure and take a vacation!


