FIRST WEEK: New Teacher Checklist

Use this checklist to help you remember important items to do during the first week. 
	General    /   Personal                                                                                            Notes

	□
	Bank Account / Salary

	□
	 Teaching Visa

	□
	Apartment inventory

	□
	The Neighborhood 

	□
	Paying Bills / Responsibilities

	□
	Settlement Allowance

	□
	Cell phone – VIP #s

	□
	Health Card  / Pension 

	□
	Transportation Card

	Teaching – The office / school

	□
	Translated Schedule

	□
	Computer Access / Set up / Technician

	□
	Supplies / Photo copy machine

	□
	Tour – Where is....? 

	□
	Cafeteria / Lunch

	□
	Sick Days / Holidays 

	 Your Classroom 

	□
	Class Seating Plan / Layout

	□
	Desk / Sharing with co-teacher

	□
	Co-teaching questionnaire / Planning schedule

	□
	Computer, A/V set-up

	□
	Class decoration

	□
	Classroom  rules 

	□
	Time Out area

	□
	Classroom materials (pens/paper/books)

	□
	Fire Exit / Emergency Procedures

	Teaching – Resources / Materials / Procedures

	□
	Course CD and books + greenboard materials / charts 

	□
	Extra work / handouts

	□
	CD Player / microphone

	□
	Manipulatives / Games / reading material

	□
	Assessment test 

	□
	Name tags / Group names 

	□
	Attendance Folders / Class portfolios

	□
	Entrance / Exit procedures


