TO:        CERTIFIED STAFF

FROM:  ALBERT PURDY
              
 NAME OF EMPLOYEE___________________________
RE:         END OF YEAR REPORTING            
 Checked out by__________________Date______
     The following items need to be addressed before the end of the school year.  Please bring the items listed below into the central office on your last day of work.  Please mark all items as well as the boxes within which they are delivered.  When all items have been accounted for, you will receive your final paycheck.

___
JUNE STUDENT ATTENDANCE/ SEMI SERVICES TRACKING LOGS

___
REPORT CARDS

___
PROFESSIONAL IMPROVEMENT PLAN (PIP)

___
PURCHASE 0RDERS

___
STUDENT FILES OF STUDENTS WHO ARE TRANSITIONING

               (CLASSROOM AND CUMULATIVE HEALTH) 

___
KEYS (must be labeled)

___
SEMI FORMS (if applicable)
___
LAPTOP COMPUTER AND/OR THUMB STICK (OR ANY TECHNOLOGY ITEMS BELONGING TO THE DISTRICT) WITH COMPUTER BAG (if not teaching summer school)
___
LOG-IN AND PASSWORD FOR ALL CLASSROOM COMPUTERS (CORRESPOND WITH NUMBER ON WCSSSD LABEL ON THE COMPUTER)

___
SUMMER MAILING ADDRESS


PLEASE BE SURE THAT ALL CLASSIFIED DOCUMENTS ARE SECURED IN A LOCKED CABINET.  ALL INSTRUCTIONAL MATERIALS AND EQUIPMENT SHOULD BE SECURED IN YOUR CLASSROOM.  ANY EQUIPMENT OR MATERIALS THAT YOU NEED TO BORROW AND TAKE HOME FOR THE SUMMER NEED TO BE SIGNED OUT AT THE CENTRAL OFFICE WHEN YOU BRING IN THE END OF THE YEAR ITEMS.

