GULF STATES CONFERENCE
Teachers’ Year-End Check-Out
(To be completed and presented to the Principal for verification by Wednesday, May 31, 2023)

Name:                                                             
 

Date Submitted:                                       
Principal’s Signature:                                                  

I
Records:   

 1) Attendance:
· Make sure all attendance is completed for the year for all students.

· Make sure all students who have withdrawn from school have been removed from RenWeb on the appropriate date.
 2) Grades:

· Ensure grades and skill sets are entered for all four quarters.

· Verify number of teaching days per quarter.  Total teaching days should equal 175 and there should be 5 PD days (3 for the Teacher’s Retreat and 2 PLC days) for a total of 180 days.
· Ensure report cards are printed from the NAD Dashboard, the teacher has signed them, and are given to the Principal to be mailed (with financial clearance).
 3) Q4 Standards:  Report turned into the GSC Office of Education.

II
Inventories:  
 1) 
Complete a Textbook/Manual Inventory sheet for all school-owned books (textbooks, curriculum guides, teacher’s editions, classroom library books).  The teacher should keep a copy and a copy should be provided to the Principal.  An electronic copy is preferred! – the Conference Office of Education has a sample inventory sheet if your school does not have one you use.
 2) 
Classroom Inventory – desks, tables, chairs, equipment (audio-visual, etc).  The teacher should keep a copy and a copy should be provided to the Principal.  An electronic copy is preferred!
 3) 
IT Inventory – Complete a detailed list of all classroom computers, laptops, chrome books, iPads, teacher laptops (school-owned).  The teacher should keep a copy and a copy should be provided to the Principal.  An electronic copy is preferred!
 4) 
Offices/School Supply Closet Inventory (anything that belongs to the school) – The teacher should keep a copy and a copy should be provided to the Principal.  An electronic copy is preferred!
 5) 
Inventory of items belonging to a class/group/club you are the sponsor of (i.e. Music, Art, PE, Robotics, Library).  The teacher should keep a copy and a copy should be provided to the Principal.  An electronic copy is preferred!
III
Miscellaneous:  
 1)  All textbooks accounted for.  Provide a list missing/damaged books and any other damages to the Principal.
  2) 
Sufficient textbooks are on hand for next year or orders have been requested of the principal to meet the anticipated needs. 
 3) 
Clean your classroom & office.  The school will arrange for carpets to be cleaned, but teachers must thoroughly clean your entire room – have all chairs off the ground.
 4)  All school keys issued to teacher accounted for.  If you are not returning next 
year, your keys have been turned in to the Principal.
 5)
Create your Student Supply List for next school year and give a copy to the Principal.
 6)
A list of room/furnishings repairs & upkeep for summer maintenance work is given to the Principal.
 7)
Provide a list of budget/capital items that you would like for your classroom to the Principal.

 8) 
Check your certification expiration date.  Ensure you are signed up for summer classes if needed (fill out summer school request form from the conference).
 9)
Application For Professional Activity Credit Form (CEU Form) turned in to the Conference Office of Education by August 1.
IV
Principal Duties:

 1)  Enter severe-weather days into the calendar in RenWeb and ensure you still met

the 175 teaching day requirement.
 2)  Freeze NAD Closing Report once grades and attendance have been entered and
you have zero errors in the NAD Dashboard (Ensure the closing report data

matches your records).
 3)  Place orders for new curriculum or replacement textbooks as needed.

 4)  Turn in student charges for missing/damaged books to the treasurer. 

 5)  Check with the school treasurer to make sure your school account has been settled

with the Conference Office of Education

 6)  Ensure all substitute forms are turned into the Conference Office of Education.

 7)  Arrange for carpets to be cleaned over the summer.

