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Adventist Education




	Indiana Conference of Seventh-day Adventists

	
	End of Contract Year Checklist


Directions:  Because this form verifies days worked, it must be completed in order to receive your full paycheck in June.  Please check the items that have been completed, obtain your board chair’s signature, and return this form along with your Closing Report and Register to the Office of Education no later than June 18, 2010.
	
	1. I have submitted my completed *Register to the conference Office of Education.  It contains complete and accurate attendance and quarterly grades for the full school year for all of my students.

	
	2. 

	
	3. Included inside my Register is the fully completed Closing Report (Front side for teachers; both sides for principals/head teachers.)

	
	

	
	

	
	

	
	4. I have submitted my tentative textbook order for the 2010-2011 school year to my principal/head teacher.  (If you or the principal are moving away, submit your tentative textbook order to the board chair.)

	
	

	
	

	
	5. I have updated the cumulative folder of each current student.  This includes charting the student’s progress, over time, on the Iowa Tests of Basic Skills and including in the folder all permanent records, including report cards, generated this school year.

	
	

	
	

	
	

	
	6. I have given the principal or sent to the conference Office of Education the cumulative folders of all students who graduated from the highest grade we offer.  I have also sent the cumulative folders of any students who no longer attend our school who would by now have completed the highest grade we offer.  I have flagged the cumulative folder of any student my board does not want released due to unpaid bills.  (No need to complete this item if you teach lower grades.)

	
	

	
	

	
	

	
	

	
	7. I have returned to Stacy Stocks any Substitute Teacher Forms, Request for Reimbursement, Books or DVDs I Borrowed, and Music Festival Music.

	
	8. 

	
	

	
	9. I have spent the final days of my contract period, during which school was not in session, doing the following board-approved activities: (Check all that apply; add explanations as needed.  If your school year ended before or after May 26, just change the dates below to reflect the 9 business days after your last day of school.)

	
	

	
	
	
	
	

	
	
	Tuesday, June 1
	
	Working at School
	
	Doing School Paperwork at Home

	
	
	
	
	At Summer School
	
	Recruiting/Visiting Families

	
	
	
	
	Released from School Duties with Board Approval
	

	
	
	
	
	Not at Work
	
	Other:
	

	
	
	Wednesday, June 2
	
	Working at School
	
	Doing School Paperwork at Home

	
	
	
	
	At Summer School
	
	Recruiting/Visiting Families

	
	
	
	
	Released from School Duties with Board Approval
	

	
	
	
	
	Not at Work
	
	Other:
	

	
	
	Thursday, June 3
	
	Working at School
	
	Doing School Paperwork at Home

	
	
	
	
	At Summer School
	
	Recruiting/Visiting Families

	
	
	
	
	Released from School Duties with Board Approval
	

	
	
	
	
	Not at Work
	
	Other:
	

	
	
	Friday, June 4
	
	Working at School
	
	Doing School Paperwork at Home

	
	
	
	
	At Summer School
	
	Recruiting/Visiting Families

	
	
	
	
	Released from School Duties with Board Approval
	

	
	
	
	
	Not at Work
	
	Other:
	


*No need to submit a Register if your school made full use of Small School Minder.
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	Monday, June 7
	
	Working at School
	
	Doing School Paperwork at Home

	
	
	
	
	At Summer School
	
	Recruiting/Visiting Families

	
	
	
	
	Released from School Duties with Board Approval
	

	
	
	
	
	Not at Work
	
	Other:
	

	
	
	Tuesday, June 8
	
	Working at School
	
	Doing School Paperwork at Home

	
	
	
	
	At Summer School
	
	Recruiting/Visiting Families

	
	
	
	
	Released from School Duties with Board Approval
	

	
	
	
	
	Not at Work
	
	Other:
	

	
	
	Wednesday, June 9
	
	Working at School
	
	Doing School Paperwork at Home

	
	
	
	
	At Summer School
	
	Recruiting/Visiting Families

	
	
	
	
	Released from School Duties with Board Approval
	

	
	
	
	
	Not at Work
	
	Other:
	

	
	
	Thursday, June 10
	
	Working at School
	
	Doing School Paperwork at Home

	
	
	
	
	At Summer School
	
	Recruiting/Visiting Families

	
	
	
	
	Released from School Duties with Board Approval
	

	
	
	
	
	Not at Work
	
	Other:
	

	
	
	Friday, June 11
	
	Working at School
	
	Doing School Paperwork at Home

	
	
	
	
	At Summer School
	
	Recruiting/Visiting Families

	
	
	
	
	Released from School Duties with Board Approval
	

	
	
	
	
	Not at Work
	
	Other:
	


I understand that my contract runs through Friday, June 11, 2010**.  Unless I am released from school duties by my board, I am to continue working on school matters through Friday, June 11, 2010**.  I understand that if I am not released from school duties or do not work on school matters through June 11, 2010**, my pay can be reduced accordingly.  The information above verifies the days I worked.
	Teacher’s Signature:
	
	Date:
	

	
	
	
	

	Board Chair’s Signature:
	
	Date:
	

	
	
	
	

	Superintendent’s Signature:
	
	Date:
	


For Teachers Not Working in Indiana Conference the 2010-2011 School Year

	
	1. I have called/met with Julie Loucks at the Conference Office to conduct my exit interview.

	
	2. 

	
	3. My new address and contact information is:

	
	Address:
	

	
	City/State/Zip:
	

	
	Cell Phone:
	

	
	E-mail:
	

	
	
	

	
	3.  I have returned all of my school keys, credit cards, etc., to the proper local authority.  I have contacted the new teacher to let him/her know about the textbook order and anything else he/she needs to know about.

	
	

	
	

	
	


**Or 9 work days after the last day of school if my school’s calendar differs from the Conference Calendar.
