Revised 5/2/16
END OF YEAR CHECK-OUT LIST
Teacher Name:________________________________      Building:___________________ 
TEACHER
BUILDING PC
 Check when 
Initial when Complete
  Complete
   
_____All files on your caseload have been visually identified to be in the file cabinet.


_____All files on your caseload have a current IEP or 504.


_____All files on your caseload have a current Evaluation (504s – 4th,6th,8th,12th grades).

_____All files have a file review sheet completed, signed, and dated.

_____All files on your caseload are organized and do not have loose/unnecessary papers.

_____All current IEP’s have completed corresponding goal pages attached.


_____Senior Files – have Summary of Performance/Graduation Notice of Action in front of file.
THE ITEMS LISTED BELOW WILL BE TURNED IN WITH THIS CHECKOUT LIST TO YOUR PROCESS COORDINATOR

______If student has special transportation, make copy of transportation page and attach to this 
page.

If for any reason you have paperwork that is incomplete please let us know so that we can help remedy the situation.  This checkout list is the first step in receiving the stipend for your caseload.  Also as a reminder, no files are to be removed from the building.  Please make sure that this checkout sheet is in your Process Coordinator’s hand by Thursday, May 19th.

Signature:_____________________________________

Summer Phone Number:_________________________
