
 
Form 15 

 
DUE POST SCHOOL WEEK 

Teacher’s Check Sheet of  
Duties and Responsibilities 

Incidental to the Closing of School 
 

 
School ______________________________________    Teacher’s Name________________________ 
    
Summer Address _____________________________________________________________________ 
   (Street)  
  _____________________________________________________________________ 
   (City)     (State)     (Zip) 
  
Instructions: Check each item as you care for it. After all items have been checked, sit down with the 
principal to check the information point by point, completing all the necessary items. All reports must be 
in the hands of the principal/head teacher to be mailed to the Potomac Conference Office of Education 
during post school week.  The principal’s check sheet should be signed by the chairman of the school 
board.  
 
Section A For all teachers 
 
1.             Textbook Orders—Submit to the principal/head teacher a list of all known needs for 

textbooks. 
 
2.            School Equipment—Sort and lock up all school supplies, manuals, desk copies, library 

books and other removable school equipment for the summer. Important!! 
 
3.             Pupil Permanent Record Cards—Check to be sure that all cumulative records are up to 

date in a locked file. Achievement and mental ability data should be recorded on the 
permanent record card.  

 
4.             Conference Library Books or Other Equipment—Check to be sure that all books 

(including professional growth books, teaching aids, etc.) have been returned to the 
Potomac Conference Office of Education unless permission has been granted to keep them 
longer.   

 
5.             Summer School—Check that outlines for summer remedial work have been indicated to 

parents and outlined in the Administrator’s Plus program. 
 
6.             Health Records—Check to be sure that pupil health records are up to date in folders or in 

nurse’s file.  
 
Section B: (For principals and head teachers only) 
 
1.             Closing Report—If you are using the School Register, complete reports on pages 51-52 

that are in the register and also form 15E that is in your packet of forms.  If you are using 
Hunter or another computerized program, generate the following reports:    



    Teacher’s Closing Report (Teacher Data) 
    Teacher’s Closing Report (Student Data) 
    Baptisms Report 
    School Calendar 
    Closing School Report (Form 15E) 
 
    
2.             Grades --Make sure all grades have been entered into the computer using hunter software 

(or entered into the class register if you are not using Hunter). 
 
 
3.             Report Card —Check to be sure that all report cards have been completely filled out, 

including the final averages for the school year, and have been distributed according to 
Potomac Conference    policy. 

 
4.             Textbook Orders—Textbook orders should be submitted by the principal to the Adventist 

Book Center by June 1. A duplicate copy of each order should be kept for future reference. 
 
5.             Yearly Interim School Evaluation Report—Check that the Yearly Interim School 

Evaluation Report (known as the Action Plan) has been updated, completely filled out and 
returned to the Potomac Conference Office of Education. 

 
6. _____ Equipment Inventory completed and copy filed in the school office.   
    _____ 15A) School Inventory 
    _____ 15B) Classroom Contents Inventory 
    _____ 15C) Textbook Inventory 
    _____ Video Tape (stored location)____________________________________________ 
 
Section C: (For principals only) 
 
               Teacher Evaluation Form—Check that  office copies of the teacher evaluation forms 

have been returned to the Potomac Conference Office of Education. 
Section D: (For departing principals only) 
 
               Teacher Evaluation Form—Check that evaluator’s copies of the teacher evaluation forms 

have been sent to the Potomac Conference Office of Education. 
 
Section E: Certification Of The Teacher 

I hereby certify that I have complied with each duty and responsibility listed on this check 
sheet incident to the closing of school. 

 
 Date ____________________      Signed ________________________________________  

               (teacher)  
Section F: Certification Of The School Board Chairman Or Principal 

I have checked the work of this teacher and find it has been completed according to the 
instructions from the Potomac Conference Office Of Education. 

  
 Signed _________________________________________   
      (school board chair or principal) 
  
 Date________________ 


