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 Beginning Teacher Checklist
Quick checklist for new teachers
	Reminders… Have I…

	 FORMCHECKBOX 

Completed an Emergency Contact Form?
 FORMCHECKBOX 

Given copies of my timetable to the principal and office staff?
 FORMCHECKBOX 

Introduced myself to other members of staff?
 FORMCHECKBOX 

Become familiar with communication procedures re:
· Email and Fax;

· Phone calls;

· Pigeonhole for mail, notices, etc.?
 FORMCHECKBOX 

Become familiar with procedures re:
· Borrowing resources;

· Photocopying;

· Laminating?

 FORMCHECKBOX 

Become familiar with evacuations and lock down procedures.

 FORMCHECKBOX 

Secured working/storage space and computer access?

 FORMCHECKBOX 

Identified the line manager responsible for my:

· Performance Review?

 FORMCHECKBOX 

Located a copy of:
· SACSA Framework

· SACE?


	Suggestions… Find out how to…

	 FORMCHECKBOX 

Participate in the school’s induction program.

 FORMCHECKBOX 

Attend, where necessary:
· Staff meetings;

· Year level and Committee meetings;

· Parent information evenings

 FORMCHECKBOX 

Receive:
· School newsletters and notices;

· Information about learning and development, etc.

 FORMCHECKBOX 

Contribute, and adhere, to the school’s:
· Literacy policy;

· ICT policy;

· Behaviour management policy;

· And DECS OHSW policy including Injury Management and Prevention, submitting Injury Report Forms and Workers Compensation Claims.

 FORMCHECKBOX 

Liaise with classroom teachers.

 FORMCHECKBOX 
         Disseminate information to:

· Students, parents and staff.

 FORMCHECKBOX 
        Contribute to the school’s:

· Newsletter;

· Website

 FORMCHECKBOX 
        Organise:

· Excursions;

· Extracurricular activities;

· Guest speakers, etc

 FORMCHECKBOX 
        Maintain:

· Newsletter;

· Website


