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Attract, Hire & Support Quality Educators for Student Achievement
A  Guide for Improving Recruitment and Retention


New Teacher Packet Checklist

Here are some ideas to include in a new teacher packet or notebook to help teachers new to your district feel welcome and get important information.  The following are suggestions; you may want to modify the list or include additional items.  Keep additional packets on hand for teachers who start mid year.

School Community and Culture

· A letter of welcome from the superintendent
· A letter of welcome from the School Board Chair

· A letter of welcome from the principal

· The district’s philosophy and mission statements

· Districts’ and/or schools’ newsletters from previous year

· Last year’s yearbook

Practical Matters

· School Calendar
· Faculty Handbook
· School’s Daily Schedule

· Duty Schedules
· Emergency Procedures

· Location of supplies and equipment
· Staff and faculty rosters 
· Information about Special Education including list of special education personnel

· A floor plan of the school
· Information about access to school buildings (keys, codes, policies about access)
· Student Handbook and/or discipline policies

· Instructions for obtaining substitutes

· Checklist of things that must be in place before school begins

· Payroll procedures

· Health Insurance

· Retirement Plans

· Other Insurance programs

· Parking Permits

· Employment forms




Classroom Support

· Information about Mentoring program

· Classroom Management book (e.g.  The First Days of School by Harry and Rosemary Wong)

· Guide for developing a classroom management plan

· Sheets for recording individual student data

· Tips for parent communication and teacher-parent relations

· Classroom management tips

· A blank journal and an article on journaling for new teachers.
Welcome Items

· Welcome letter from Mayor/City Council or other community leader

· Welcome card signed by other teachers

· Invitation to new teacher breakfast or lunch
· Map or Guide to the town or region

· Information about businesses and services in region
· Coupons or special offers to area businesses 

· School T-shirt (or other item with school logo: mug, pens, etc.)
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