™End of the Year Check-Out Form 
2022-2023 School Year 
Name: _____________________________________ 
Summer Phone Number: ____________________________________ 
Summer Address: ___________________________________ 
Email address (not school): _____________________________________ 

I would like to learn about any opportunities to work during the summer: Yes / No 

	Task – Operational/Facilities
	Point Person
	Initials/Signature Indicating Complete
	Date Checked

	Remove all items, including staples/tape for exterior/hallway walls
	
	
	

	Remove all items, including staples/tape from the wall opposite the classroom door for repairs/painting
(If additional walls need painting, clear & submit facilities ticket)
	
	
	

	Classroom floors are free of all items except school property
	
	
	

	All desks are emptied, no items taped to top, and moved to one side of room (same side as teacher desk). Chairs stacked
	
	
	

	Facilities Ticket submitted online (Ex: Light bulbs, ceiling tiles, etc.)
	
	
	

	Remove all personal items 
	
	
	

	Place all cleaning supply bottles on teacher’s desk
	
	
	

	Turn in all keys & access cards (if applicable)
	
	
	

	Turn in radio & charger (if applicable)
	
	
	

	Inventory/Count:
· Student Desks: _____
· Student Chairs: _____
· Kidney Table: _____
· 4 Shelf Bookcase: _____
· Filing Cabinet: _____
· Teacher Chair: _____
(Place sticky note on any desk, chair, bookshelf that is broken/needs repair & set aside)
	
	
	



	Task – Classroom Supplies/Curriculum
	Point Person
	Initials/Signature Indicating Complete
	Date Checked

	Inventory/Count the following items & leave in classroom:
· Stapler: _____
· Tape dispenser: _____
· Scissors: _____
· Student whiteboards: _____
· American Flag: _____
· 
	
	
	

	Inventory/Count Curriculum & leave on shelves:
	
	
	






	Task - Clerical
	Point Person
	Initials/Signature Indicating Complete
	Date Checked

	Report card sent home & remaining given to office
	
	
	

	Files saved to One Drive or SharePoint
	
	
	

	Return all IEP/504 docs
	
	
	



	Task - Tech
	Point Person
	Initials/Signature Indicating Complete
	Date Checked

	Leave doc cam and projector remote on desk
	
	
	

	Leave cart in room and inventory number of Chromebooks: _________
	
	
	

	Label broken Chromebooks and stack on top of cart
	
	
	

	Return teacher laptop and charger to IT
	
	
	



	Task - Communication
	Point Person
	Initials/Signature Indicating Complete
	Date Checked

	Respond to any unanswered Dojo or email messages
	
	
	

	Send a Thank You/Summer message on Dojo
	
	
	

	Complete EOY student postcards & return to Office Manager
	
	
	




Final Checkout with Principal: ___________________________________________________  Date: _________________________
