TRAINING
Who? What? When? Where? How?

Please complete this form with information specific to your school as applicable and give a copy to your ET.

WHO?

Principal

Assistant Principal(s)

Secretaries

Bookkeeper

Guidance Counselor(s)

Department Chairperson

Media Specialist(s)

P. E. Coaches

Child Nutrition Manager

Custodian(s)

Nurse

Who will get me more desks?

Who will get me more textbooks?

Who will help me with an individual student behavior problem?

Who will get me classroom supplies?

Who will help me if I am having difficulty with general behavior of the class?

Who will give me instructional funds?
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Who will help me if I am having difficulty with a lesson?

Who will help me if I want some new ideas about teaching a particular lesson or unit?

WHAT?

What is the plan for hallway supervision?
What is the policy for making up work?

What is the policy for checking homework?

What is the procedure for Academic Dishonesty?

What is the procedure for make-up exams?

What is the procedure/policy for tardiness?

What is the procedure/policy for absentees?

What is a pre-excused absence?

What time am I expected to be at school?          to leave?   How late may I stay?

What is the procedure for sending e-mail?

What is the cost of lunch in the lunchroom?

Where do teachers sit at lunch?

What programs for student services does my school offer?

What is the policy for running copies?

What is the format for lesson plans?

What sports does the system have?

What do I pay to attend athletic events?

What is the bell schedule?
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What are the beginning-of-the-year procedures? (distribution of books, book numbers, forms, et cetera)

What are the end-of-the-year procedures?

What is the policy on lost textbooks?

What are drill procedures? (Fire, Tornado, etc.)

What professional organizations are available to me?

What are the grading procedures? (format, recording)

What are assembly procedures?

What are the school clubs/activities?

What are school traditions?

What is the community like?

What is the school policy for having parties?  Having food in the classroom?

What is the policy for helping children with special needs?

What is the detention policy?

What is the dismissal policy?

WHERE?
Where do I get my official badge?

Where are faculty meetings located and when are they held?

Where do I park?

Where is the teacher resource center?

WHEN?

When do I get my teaching schedule?

When and where do I turn in my lesson plans?
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When is Open House?

When are scheduled exams? 

When should I write referrals?

HOW?

How do I arrange field trips?

How do I get a substitute?

How do I record grades/attendance?

How do I conduct assessments of student learning?

How is the best way to handle parent conferences?

How is the best way to handle written communication?

How is the best way for me to make a good first impression? (Appearance, Initial presentation, Open House)

How can I apply for a grant?

