CHECKLIST FOR ACCOUNTABILITY 

1. what is the policy regarding:

•heading papers
•writing on back of paper
•coloring or drawing on paper
•use of manuscript or cursive
•use of pen or pencil
•late work
•incomplete work
•neatness
•make-up work 

2. How do you intend to:
•provide for absentees
• post assignments
•explain assignments to groups
•keep students working from one assignment to the other

3. for effective monitoring of work, how and when will you:•make sure you get around to all students, not just the demanding ones•look carefully enough at students’ work in progress to catch errors
 
4. How do you want students to turn in work:•where to put it• how to pass papers in• how to keep track of whose work is or isn’t turned in 

5. What is the policy regarding?
•checking for turned-in work
•work not turned in on time by the end of the day
•specific feedback grades graded by student or teacher
•criteria for displayed work
•how and when to return papers to students
•having students correct papers of their own
•checking and returning corrected work
----------------------------------------------------------------
 ENROLLMENT DAY or MEET AND GREET •make sign about assignment Notebook 
•show sample book report form (if relevant) •display note about upcoming parent meeting
•display a supply list •display a Party Volunteer Sign-Up for parents to sign •display note about lunch prices
•display a note reminding parents to label clothing, lunch boxes, bags, supplies •display a Class Handbook 

BEFORE FIRST DAY OF SCHOOL
1. Prepare Displays Name tags-desks 
bulletin boards (first of year bulletin board with names)
door decoration (if applicable)
job chart (if relevant)
Display for Reading 25 Books
Discipline Plan
type daily schedule for students to put into assignment notebooks
 
2. Calendar & Class News Display calendar  today is... (make for Spanish words)
Keep a 100s graph to count the number of days of school (graph paper) Birthdays (write children’s birthdays in plan book & on birthday card) Menu & Agenda Class Assignments Post Schedules (nurse, library, PE, art, music etc) Post emergency procedure lists near the door Make a place for AR 85% Readers
3. Obtain supplies 
 lesson plan book, receipt book etc.
prepare lesson plan book (write all the dates now. It will save time in the long run. Write in all the student birthdays now with a birthday sticker Write lesson plans for first week 

4. Decide on theme for Classroom Make “I survived the first day of 8th grade” note
Choose a book to read orally

5. Run off - class list for textbooks & supplies that were brought temporary class roll
duplicate enrollment forms & determine a place to store them
 prepare pages for Birthday Books 
 prepare reading calendar for month 

Insist on reading 20 min a night from the beginning
prepare place for Thursday Folders & routine for them 

6. Prepare morning and end of the day routine
prepare signals for keeping class quiet
•Give Me Five (slowly raise 5 fingers)
•TEACHER: Teacher Talking
STUDENT: Student Listening
•Clap three times if you can hear me
Determine a plan for book check out 

7. Decide on group activities to create community and learn names
 Prepare sponge fillers for the first week 

8. Determine a discipline plan

7. Prepare student communications to take home
library note
supply list
picture note (bring picture to xerox for class activities)
class rules 
handbook for parent meeting
note about assignment notebook
lunch note
Welcome to my class note and packet 

8. Goals
Have student write goals for year.
Have parents write goals for year at the parent meeting. File
 
9. Getting to Know You
name puzzle/envelope(Pass them out, assemble check, mess up, do someone else's.)
take picture of student on first day. Have them write a 
story at the end of the day “My First Day as A Fourth Grader”. Save and do 
the same at the end of the year. Make a memory page to take home. 

10. Determine if you will give pretests in any subject. Prepare tests if so.
 
11. Prepare Substitute Teacher Folder 

12. Make a welcome back to school gift and note for your colleagues
 Teacher Vitamins 
Green for Energy
Orange for Hunger
Yellow for Moodiness
Brown for Light Stress
Blue for Heavy Stress
RED ONLY FOR EMERGENCIES Attach this poem onto a little bag of m&ms.

12. Post signs for areas in class 

13. File folders for each student portfolio
 
14. Names on books Give each student a number (in alphabetical order) and make that be the number for all books. (Number books on top)

15. Make folders for children who are absent. Run off forms to write assignments. Make a folder for Absent Children. Put bandaids on the folder.Put on desks of absent children and put their work in it.,
 
ON FIRST DAY 

16 Teach Lunch procedures
Teach line up procedures
Teach classroom procedures for passing papers etc.
Teach procedure to clean up area at end of day.
Teach restroom/drinks procedures 
Teach nurse procedures 

17. Tour building Choose stopping points and teach procedure during tour.
 
18. Make “I survived the first day of fourth grade” award
-----------------------------------------------------------------
 CHECKLIST: It’s important to have a procedure for everything!
 The Accountability Check List helps to clarify your thinking. (I’ve sent separately.)

SPELLING: I give the Spelling dictation tests. I’m big on parent communication and I always send home notes explaining my rules, procedures, etc. Friday we will be having our first Spelling test. I give the test in a dictation format to help the children with their auditory memory and to stress the importance of writing in complete, correct sentences. I take one point off for improper capitalization, punctuation, and for each word that is left out. This will be difficult for the class just at first, but soon they will become proficient and laugh about how it was in the beginning. Five points will be 
taken off for each incorrectly spelled word.
 
THINK POSITIVE: I type this on little colored shape pads and they put
this in their assignment notebook or sometimes on their desks. We use this at the beginning of the school year to set the expectations for the mood of the classroom.

1. Today will be great!
2. I can handle more than I think I can.
3. I’ll be satisfied with trying to do my best.
4. I will make someone happy today.
5. Life is great! I’ll make the most of it.
*
A turn in sheet is made on the spreadsheet. It contains 
the list of student’s names and a little box after it.

MATERIALS FORM: I keep this check off form handy and just fill it out
 if someone has run out of materials. We put it in the assignment notebook. It says: Dear Family, Your child needs the following school supplies as soon as possible. Thanks. Then I have a list of materials that they might get out of.
 
MATH/READING FORM: This goes with a handout that is in the reading section. This is just a check list form I made with the spreadsheet that has two columns: Math and Reading and seven rows (for each day of the week.
 
DISCIPLINE REPORT: If I have a class that needs it, I’ll send this home. I seem to have a natural talent for keeping kids in order.  You must behave in a way that you others can learn and that I can teach. 
Do the Right Thing. 

Some years, you have to have more structure. I included my Rules. They are in a separate attachment. The discipline note form has a place for name, date, parent signature. It has 
three crayons that I color for the behavior: red: unsatisfactory Yellow: 
improvement needed Green: satisfactory My rules are on there....
just the major points 

USE GOOD WORK HABITS -FOLLOW MY DIRECTIONS -TREAT PEOPLE WITH RESPECT 
RESPECT YOURSELF 

LIBRARY NOTES: One form is for lost library or classroom books. It has
 a picture of a kid and a book and says OVERDUE BOOK REMINDER. Parents, Please help________locate and return the following library books or materials. That 
you!______________Date 

HOMEWORK NOTICE: I use turn in sheets to check off whether they have
turned in a paper (it doesn’t necessarily have to be graded yet) and
each week, I send this home in the Thursday Folder so the parents can
be informed. If it is not back on Monday, then too bad....so sad
It is made on a spreadsheet and has as many columns 
as there are subjects and about 5 rows. I just write in the missing 
assignment. It also has places for parent signature and date. 

JOURNEY: During Bell Work, the leader gets to choose a place in the world that they’d like to journey to. They don’t have to do Bell Work, but instead look up information, put on this form and when completed, can tell the class about it and put a sticker up on the world map. We keep these in those plastic page protectors in a notebook and add to them daily. I usually only do it about 2 times for each child, then we do Geography Challenge. 

GEOGRAPHY CHALLENGE: This is a store-bought book that has little questions. I post it and people are to look it up in their spare time and write their answer on a little sheet of paper and put in the Quiz Can. At the end of the day, I reach in and pull one out. The first correct answer gets a pair of airline “pilot” wings. I bought them cheaply at a carnival type store. We do that for a while and then move on to something else. It varies to whatever I can think up.
 
 PARTY FORMS: I keep a folder so I can remember who is doing what. They sign up at the Beginning of the Year Parent Meeting
 
 
ASSIGNMENT NOTEBOOKS: You can purchase these or use a steno notebook. It is a good habit to get into. If used properly, parents can jot you notes in the assignment notebook and you can write back. Being organized helps students get the most out of their learning day. Struggling learners more than anyone can benefit from this procedure. I send a note home on the first day that I send them home:
Dear Family,
The children use this notebook to write their daily homework assignments. Parents are to look for this assignment notebook every night and sign on the next line which indicates that you have seen the assignment. If the notebook is not signed or left at home, the school 
will call the parents. The children will be expected to remember to bring them to school each day and take them home each evening. Tonight is the first night they have brought their books home. Please look it over, sign the notebook and make sure it gets back to school 
tomorrow.
 
SIGN: TO DISPLAY DURING ENROLLMENT OR MEET & 
GREET ASSIGNMENTS Each member of the Learning Team has a responsibility. 

TEACHER: Writes assignments on the board. Assists students in making the writing of assignments a habit. Checks to make sure assignments are being recorded and parents are signing. Reminds students at the end of the day to put their notebooks in their school bag. Write to parent or student any relevant notes.
 
STUDENT: Writes the date and the assignment in each subject legibly. Completes all assignments. Has the assignment notebook at school each morning signed by the parent.

PARENT: Assists in making the writing of assignments a habit. Insists on seeing the assignment notebook each night, making sure the handwriting is legible. Checks to see that all assignments are completed. Signs the notebook each night whether there is homework or not. Write teacher any relevant notes. Helps student to remember to bring the assignment notebook to class each day.

BIRTHDAY: I put stickers in my plan book on each child's birthday. I assign summer birthdays a day in the year where there isn't much else going on. I notify the parents about that. I have a special box filled with stickers, poems, hats, pins, etc. Even a birthday crown They can use any of that to decorate their desk for the day. We read them a poem and 
sing a song. Each child decorates a piece of paper for the Birthday Child. I have a standard cover ready that says Happy Birthday and I bind the papers into a book the child takes home on that day. Rule: Must write at least 3 compliments. They love this. I have a form that I send home at the beginning of the year to “suggest” that they purchase a library book in their child’s name. We have special songs to celebrate birthdays and losing a tooth. I am going to use these poetry cubes for the poems that I read.(Make Poetry Cubes out of half gallon milk cartons by cutting the bottoms to size, covering them with patterned shelf paper, gluing on six different poems, and then covering them with clear Contac paper.  The birthday child gets to roll the cube and we’ll read whichever poem is on top. 

I give the summer birthday kids an assigned birthday as close to their 1/2 birthday as I come. We make a Birthday Book for each child. I pass out ditto paper and they make a sheet for the book. The pages are bound into a spiral book. I have a set of cards that the birthday child may pick to write about. His is the first page: These area printed on a birthday cake pattern, laminated.
•Describe an exciting birthday party
•If you could have any famous person as a guest at your birthday part, who would it be why?
 •Tell how you would decorate your home for a birthday part.
 What age do you think it is best to be and why.
•Tell how you feel when you see your birthday cake.
•Write about the wish you'd make if you blew all your candles out. Tell why
 •Tell about the best birthday you can remember.
•Describe what adults do at children's birthday parties.
•Tell about your favorite type of birthday cards
•Tell about some party games that you have enjoyed.
•Describe how you feel when you see pictures of yourself as a baby
•Describe the best birthday present you have ever received.
 •Tell about something that you are saving your birthday money to buy.
 •Describe your fantasy cake.
•What if while playing Pin the Tail on the Donkey, you accidentally stuck a guest.
•Make up a funny or clever birthday part invitation.
•Tell about one new skill or privilege you have now that you are one year older. 

NEWSLETTER: I send one home each week. It gives lists of Spanish words, things we've studies, little notes and announcements, and parent tips that I get off places on the internet. I use the Parent’s Site on Scholastic.com to get many ideas and also Family.com 

STUDENT OF THE WEEK: Each student writes an autobiography and fills out
an interest inventory. We file these inside a sleeve protector in a three ring binder.
 
WHILE YOU WERE ABSENT: I used to have a hard time with this. I took little colored folders and made a Title: While You Were Absent and put band aids on it. Every time a person is absent, the leader of the day gets out one of the sheets and a folder and places it on the desk of the person who is absent. I then assign their seatmates to write down the assignments on the sheet and put any paper or notes that have been passed out during the day.This really did help things to have all the work on that person’s desk when they returned. 

IN THE SPOTLIGHT: We made these at the beginning of the year. We put them in plastic protectors and put them in a notebook. One cute thing is I took a group picture 
and cut around the kids and placed it on a colorful background that I made on the computer. That was the cover sheet. It was a big hit during SSR time at the beginning of the year when we were beginning to just know each other.  

READING CHECKLISTS: I got the standards from the Oklahoma Priority Academic Skills. There is a group and an individual form. I use them to make sure I am teaching what I’m supposed to be and that I don’t get hung up on “finishing the book.”

READING CALENDARS: I expect my kids to participate in 600 Minutes (a
program where they win 6 Flags Tickets), Book-It (a Pizza Hut reading incentive program), and my personal requirement of reading at least 20 minutes a night or 100 minutes a week. I keep track of their reading by their monthly reading calendar. It counts as a monthly reading grade. If they turn it in they get a 100. If they don’t they get a 50. I have to rely on the honesty and integrity of the parents. They must live with  themselves if they lie. It’s too much hassle to do otherwise. I make a calendar on the computer and the parent signs the square. 

PEER CONFERENCE DIARY: I run off several copies of the Peer Conference summary and staple them together in a construction paper cover. This is what they use to record the information they get 
from having a peer conference about their writing. (Many of these forms came from or were adapted from the Scholastic  book, Reading and Writing Workshop.) 

READING FORM: This is the letter that goes home to explain the 20 minute and 5 min math facts practice that I expect. 

ACCELERATED READER: I tend to really emphasize this. They are required to read or study in their free time. If I read a book aloud to the class and it is an AR book, I take a Reading Grade 
using their comprehension score. This tends to increase the listening. 

CLASSROOM MANAGEMENT: Rules and consequences are posted. I have a discipline book that I have them write the date and what they did. 

WHAT A WEEKEND: Each Monday the students write a summary of what they did over the weekend. We save them in a special file until the end of the year when we compile them into a 
book. It provides a special memory of the entire year. 

NAME STICKS: I have large craft sticks painted with the names of each student. I use these sticks to draw names when there is a special job to be done. (It keeps from the same people getting to do everything all the time.) If I have something I don’t want to keep or throw away either, I’ll draw a name. 

TERRIFIC TUESDAY: Each Tuesday we pass a name stick out to each student. They then write a friendly letter to the person whose stick they received. We save these in a special file until the end of the year when we make a Terrific Tuesday book. This is a very popular activity. 

JOURNALS: I highly recommend the use of journals. I usually relate the journal assignment to an event on that day. For instance, November 18th is Mickey Mouse’s birthday. We’ll write about that. November 3rd is the anniversary of the Earl of Sandwich. We write about a sandwich we’d like to invent. There are times when they free write also. When it is journal time, I notice that they 
thumb through and look over what they have written previously. Student feedback lets me 
know this is a worthwhile activity. 

CLASS JOURNAL: I purchase a planning calendar at the beginning of the year. The calendar rotates with the Leader of the Day who writes down a summary of the day or a comment of what we’ve done. We use this on Hundreds Day to make a list of 100 things
we’ve done in the year. 

LEADER OF THE DAY: I don’t like leader of the week because it takes too long to get to everyone. We have leader of the day who runs all the errands and does all the jobs. They get to sit in a rolling chair. The children really like that. 

STUDENT OF THE WEEK: I use the name sticks to draw a student of the week. They bring pictures or artifacts from home to display. The Student of the Week desk is painted in a 
special way. They get to sit in a rolling chair. 

THURSDAY FOLDER: Send all graded papers and notes home on Thursday. This gets the parents accustomed to looking at the papers. Our school purchased lovely ones printed with our school name, but before we had them, I used red pocket folders. (Choosing one color for all folders is 
important because you can always spot them) We put graded papers on one side and notes on the other side. 

MORNING BUSINESS: This is the routine you establish in the morning to enable students to begin work right away without wasting time. It is essential to have an established routine. 

BELL WORK: We do bell work in spiral notebooks. This is a routine where I put questions on the board for them to answer. They must write in complete sentences (a must! I require it in every subject). I give only 15 minutes for them to complete their work, then we get a red proofreading pen and correct our answers. The questions that I use come from a purchased book series for this purpose. They have 2 geography questions 2 language questions , 2 analogies, and various other subjects each day. This book is purchased from McDougal Littel & Company. Their phone number is 1-800-225-3809 

HELPING HAND: Each group has a rotating “helping hand” who gets journals, dictionaries, deals with papers etc. This keeps moving around to a minimum and keeps wasted time to a minimum. They have to keep up with it themselves. I will not intervene in it. I use those plastic hands that you can buy in the summer as sand toys.

