END OF THE YEAR CHECKLIST
          Eastern Oregon Head Start 
                           

	
	Task
	Action

	
	Applications/Waiting Lists
	Give all waiting lists and applications (complete and incomplete to the Family and Community Partnership  Manager.

	
	Child Files – Returning
	Keep Notebooks together – Send to Administration Office.

	
	Child Files – Transitioning
	Complete Permanent Record.  Take file out of notebook and send files to Administration Office.  Do not include notebook dividers!

	
	Classroom
	Clean Classroom shelves, floor, etc.  Sort and sanitize toys; discard broken toys.  Empty garbage and trash.

	
	Cleaning Checklist
	Complete final Cleaning Checklist and turn in to Staff Development Supervisor.  This must be done before leaving for the summer.

	
	Confidential Documents
	Shred or send to Administration Office.  Lock Center file cabinets.

	
	Curriculum Materials
	Return all materials that you have checked out to the Administration Office, including program videos, books and other curriculum materials.  Make sure center materials are properly stored.

	
	Emergency Contacts
	Leave a notice posted on the door or in a visible window stating that there is no money in the center.  Provide the Administrative Office phone number and address.

	
	End-of-the-Year Checklist
	The End-of-the-Year Checklist must be completed and submitted to the Education Supervisor before you leave for the summer.

	
	Facility Maintenance/Repair
	List any facility repair needs such as paint, lighting, carpet, outdoor equipment, landscaping, etc. and send to the Administration Office.

	
	Furniture/Materials Orders
	Request permission to discard broken or obsolete furniture, toys, materials, etc; remove from inventory, submit requests for replacement to Education and/or Disabilities Manager for approval.

	
	Garbage Service
	Cancel garbage service and let the Fiscal Manager know that this has been done and the date of the last pickup.

	
	Health and Safety Checklist
	Complete final Health and Safety Checklist and submit to Staff Development Specialist.

	
	Kitchen
	Clean and defrost refrigerators and freezers; turn off, and leave doors propped open.  Clean oven, stove top and fan filters; discard any open foodstuffs; wipe out cupboards.

	
	Mail Delivery
	Have mail forwarded to the Administrative Office for the summer.  Verify with Fiscal Manager that this has been done. 

	
	Monthly Reports
	Turn in reports and tracking to appropriate supervisor or manager before leaving for the summer.  


	
	Task
	Action

	
	Petty Cash
	Turn in remaining Petty Cash and all receipts to the Fiscal Manager before leaving for the summer.

	
	Plants and Pets
	Determine who will be responsible for interior plants and classroom critters; take the critters home for the summer.

	
	Policy and Procedures
	Send Notebooks to the Administration Office for revision only if you are requested to do so.

	
	Sheds
	Clean and organize sheds.  Discard anything that might be considered edible by vermin; mouse-proof or put out Decon or something to prevent rodent infestation.

	
	Staff Handbooks
	Send Notebooks to the Administration Office for revision only if you are requested to do so.

	
	Telephones
	Change phone messages to reflect the summer schedule; leave the Administrative Office number (962-3409).

	
	Training Records
	Provide one copy to the Education Supervisor at Evaluation. The Education Supervisor will give Director a copy of the Evaluations and Training Records for review and to be filed by Fiscal Manager.

	
	Transition Records
	Forward appropriate records to the Kindergarten teachers with a Linkage Form signed by the parent or guardian.

	
	Travel Statements
	Final Travel Reimbursements will be prepared the last week of May.  If you do not have your forms in, the reimbursement will not be processed.  All grant moneys must be spent or encumbered by June 6; if your travel has not been processed by that time, you will lose the reimbursement.  

	
	USDA Report
	Turn in all required documents to the Health and Nutrition Manager.
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