Site Orientation Checklist (A-5)
Participating Teacher: 
School:      
DIRECTIONS:  Knowing the policies and procedures at your site is important to you as a professional educator. The list of discussion topics below will help you understand your local teaching context. In a meeting with your site administrator or designee, discuss each of these items and obtain their signature when complete. If your district/school provides this information in another format, copy and attach it. 
	Staff Information

	 FORMCHECKBOX 

	Staff Roster
	 FORMCHECKBOX 

	Staff Responsibilities (adjunct duties, etc.)

	 FORMCHECKBOX 

	School Office Procedures
	 FORMCHECKBOX 

	Teacher Evaluation Process

	 FORMCHECKBOX 

	Daily Communication Procedure
	 FORMCHECKBOX 

	Intervention Programs

	 FORMCHECKBOX 

	School Vision and/or Mission Statement

	School Information

	 FORMCHECKBOX 

	School Policies
	 FORMCHECKBOX 

	Available Technology and Equipment

	 FORMCHECKBOX 

	Homework Policy
	 FORMCHECKBOX 

	Teacher Internet Use Agreement

	 FORMCHECKBOX 

	Room Environment Expectations
	 FORMCHECKBOX 

	Telephone Guidelines

	 FORMCHECKBOX 

	Location of Instructional Materials
	 FORMCHECKBOX 

	Hours to be on Campus

	 FORMCHECKBOX 

	Back-to-School Event/Open House
	 FORMCHECKBOX 

	Access to Cumulative Records

	 FORMCHECKBOX 

	Lesson Plan Expectations
	 FORMCHECKBOX 

	Expectations for Bulletin Boards

	 FORMCHECKBOX 

	Available translating services

	Pedagogy - Content and Subject Matter

	 FORMCHECKBOX 

	Grading and reporting policies
	 FORMCHECKBOX 

	Guidelines for communicating with parents

	Universal Access - Equity and Diversity

	 FORMCHECKBOX 

	Information on Sexual Harassment
	 FORMCHECKBOX 

	Reporting Procedures for Sexual Harassment and Child Abuse

	Universal Access - English Learners

	 FORMCHECKBOX 

	Instructional program for English learners

	Universal Access - Special Populations

	 FORMCHECKBOX 

	Site resources available to meet the needs of special populations
	 FORMCHECKBOX 

	Legal requirements of IEP


_________________________________________________  Date: __________________________

Site Administrator/Designee (signature indicates completion)
	Conversation Guide Directions:   With your support provider, discuss the prompts below.  The information gathered will help guide your classroom decision-making and identification of areas for future inquiry.  The discussion will lead your thinking into graduated levels of depth and complexity.  Collecting asks you to assemble information.  Contextualizing asks you to apply the knowledge to your classroom practice.  Extending invites you to deepen your thinking.

	Contextualizing:
	Extending:

	· Now that I have gathered this information, how will I use it? 

· What expectations do my site administrators have of me?  (i.e., evaluation, staff responsibilities, homework expectations, etc.) 

· What evidence might a site administrator observe in my classroom that reflects and promotes student learning? (i.e., lesson plans, posted daily agenda, etc.)
· What other insights have I had as a result of gathering this information?
	· How does the formal evaluation by my site administrator align with my work in BTSA Induction?  How could my support provider help me in this area?

	Conversation Notes:


	Conversation Notes:
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