AppendixC

GETTING STARTED CHECKLIST

First days on campus

The first days with your campus colleagues will include opportunities to learn about the
campus, campus initiatives, and expectations for the coming school year.

Welcome to the best profession

Your students will call you:

What are you looking forward to this year?

Your go-to people

Connection Questions Name/Contact info/Notes
Principal & When is the principal

assistant available and when should

principal(s)  he/she be consulted?

Mentor Who is your mentor teacher?

Admin and Who is your “go-to” person

front office  for questions/help?

Professional
Learning
Community

Teams and
committees

Are you part of a
Professional Learning
Community?

Who are the members?
Who is the PLC leader?

When do you meet?

On what teams or
committees will you serve?

Important access

scan for more resources

D Keys to your classroom and other rooms you may need access to

D Faculty roster

D Campus map
D Campus emergency plans

D Basic classroom supplies
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AppendixC GETTING STARTED CHECKLIST

continued Firs-'- dqys on campUS

Be on the lookout for ...
+ What is the back-to-school schedule for faculty and staff?
+ Where are the different meetings taking place (location)?

+ What is the expectation for dress during beginning of school professional activities?

Important campus information

+ Do you know your way around the building, including restrooms, library, lunchroom,
and workroom?

+ What time are you required to be at school and when may you leave?
* In what circumstances do families need to be notified and how?

* When and where are faculty meetings?

+ What is the procedure for securing a substitute?

+ What are your “duty” assignments and schedules?

+ Do you need to take a CPR or first aid course? If so, when?

+ What janitorial services are available for your classroom?

Connection Questions | have for them Notes

Principal
& assistant
principal(s)

Mentor

Admin and
front office

Professional
Learning
Community

Teams and
committees
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continued Firs-'- dqys on campUS

Important information for my classroom

Managing the classroom environment
+ What positive behavior supports does your district or campus have or require?
* Is there a district or campus discipline policy? Where can you get a copy?

+ What are the school’s policies about rules and consequences, suspension, keeping
students after school or during lunch for make-up or detention?

+ How do you get assistance from the office for emergencies, illness, or discipline
problems?

Planning & preparation for instruction

* Is there a curriculum provided?

+ What do you need to follow and where do you have autonomy within the curriculum?
+ How do you access your lesson plans and grade book?

+ Is there a grading policy with guidelines? Where can you get a copy?

+ Are you required to turnin lesson plans? Electronic or paper? When?

+ When will you meet with your tfeam or Professional Learning Community (PLC)?

Are there specific campus expectations?
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AppendixC GETTING STARTED CHECKLIST

tinved :
“T Planning for your classroom

As you specifically think about the first days of school with your students, there are a
few materials to collect and organize before school starts. Ask your go-to people if you
aren’t sure where to find something.

Important documents to locate

D Class roster

D Bell schedule

D School calendar and faculty calendar

D Map of the school campus

D Hall, nurse, and/or office passes

D A list of students with health concerns or food allergies (as needed)

D A list of students you are serving with special needs (i.e. 504, |IEP, etc.)

Check in with your go-to people to find out:

+ When can you expect accommodation information?

+ Do any of your students require a special room arrangement or preferential seating?
+ Do any students leave the classroom for extra support during the day?

+ Does any other instruction support come into the classroom for a student?

+ Can they help you create a checklist of paperwork you will need to distribute and

collect in the first days?

Important documents to have for the first days of school
D Create a checklist of the required paperwork to distribute and collect
D Create a detailed plan for the first two days

D Create an outline for the first week

Be familiar with the procedures for:

D Aftendance

D Lunch

D Dismissal

U
U
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tinved :
“T Planning for your classroom

Managing the classroom environment

Space

D Necessary furniture

D Seating arrangement

D Consistent location to post the learning objective each day
D Class schedule posted

D Teacher and student visibility throughout the room

Materials

+ What are the procedures for obtaining classroom books and for checking them out

to students?

+ What consumable supplies are available, and what are the procedures for

obtaining them?

* What is the procedure for copying materials? Are there volunteers to help make
copies? How do you ask for their help?

D A place to store the supplies students will bring (elementary)

D A way to label supplies

Time

+ Are there special events or assemblies you need o be aware of during the first weeks?
* What time is arrival and dismissal? What is the master schedule?

+ What is the daily schedule for you and your students?

+ Whenis lunch?

+ When are the bells and transitions?

+ For elementary, when do you have library, specials (PE, art, efc.), and recess?

Technology

+ Where do you get your username and password for computer login, email, cloud
storage, electronic gradebook, and substitute system?

+ What technology equipment is available? What are the procedures for obtaining it?

« If you have mobile technology in your classroom, where will it be stored? How will you
charge the devices? How will you assign devices to students?

+ What is the school’s policy on student use of personal phones, tablets, and devices?

+ Who can you call with technology or login issues?
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"= First day and first week of school

As you excitedly prepare for your students and anticipate the first day and the first
week of school, the details matter.

Thoughtful plans

+ What is the procedure for the arrival of students on the first day of school and for the
following days?

+ How do students leave at the end of the day?

+ What are the attendance procedures?

+ What is the procedure for late and early arrivals?

+ Do you have students who will be leaving your classroom for help or other reasons?

+ What will you teach the first week of school and how will you teach it?

+ Do you have a procedure for collecting student work and information?

+ Do you have sponge activities (worthwhile time fillers) ready in case you have extra time?
+ Do you need anything specific for student lockers, lunches, or collecting money?

+ Do you have a prepared handout and/or bulletin board for rules, consequences,
procedures, and course requirements?

+ Do you need digital or physical folders or files for each student?

Students and families

+ How will students know they are in the right place?

+ What is the procedure for referring students to the nurse?

+ What is the procedure for referring students to the counselor?

* Where can you hold conferences?

Plan ahead

+ Do you have a sub tub ready for a substitute in case you are sick?
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About
this book

Teacher
induction
program

Connect
with us!

Perfect for district induction programs, new
Order books at

store.lead4ward.com

teacher academies, mentor development, university
coursework, and alternative certification models.

Your New Teacher Journey: From First Steps to Firm

Ground equips new teachers with practical tools

and actionable strategies they can use immediately to build their confidence and
effectiveness. District leaders gain a coherent induction framework that improves
consistency across campuses, strengthens instructional quality, and supports long-

term teacher success.

Grounded in nationwide teacher induction research and shaped by ongoing
collaboration with district leaders, mentors, and classroom teachers, it reflects what
new teachers need to thrive by guiding teachers step-by-step through:

1. Preparing before students arrive 6. Planning and delivering effective,
engaging instruction that results in

2. Navigating early campus expectations
student learning

3. Establishing culture and behavior
7. Using formative assessment to adjust
systems
and differentiate

4. Strengthening family partnerships
8. Sustaining educator wellness and

5. Managing stress professional growth

This enhanced edition delivers:

+ A clear progression aligned to the real phases of a new teacher’s journey

+ Research-based instructional practices that translate directly to student learning

+ Practical communication tools for colleagues, students, and families

+ Emphasis on professional relationships, effective communication, and campus culture
+ Extensive ready-to-use templates, examples, and implementation supports

Whether supporting one new teacher or an entire cohort, this book serves as both a
personal guide and a structured induction framework. This is where the journey from
new teacher to confident professional truly begins.

Building and sustaining an effective teacher induction program is a key component of
successful schools. lead4ward’s program provides support for leaders, new teachers,
and mentors. Learn more at lead4ward.com/teacher-induction

lead4ward supports district/campus leaders and teachers with resources, professional
development, and customized support to bring clarity, focus, and joy to the work of
helping students learn, grow, and succeed. Visit us at lead4ward.com to see how we
can partner with you, and get in touch if we can support your plans in any way.

Join our email
or SMS list!
Scan the QR code

Follow us on social media for tips,
instructional strategies in action, and more!
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The “best teacher” secrets

Throughout this book, you’ll uncover the measured steps So. what's the

that effective educators take to be successful in and out
of the classroom. Honing your teaching craft takes time

big secret? Give

and will keep evolving. We support the body of research you rself grace and
that shows teacher induction—the process by which early- focus on progress

career teachers learn to do this complex and meaningful
thing called teaching—is at least a 3-year journey.

over perfection!

Our goal is for you to be an effective, confident teacher! You'll learn, reflect, and grow

throughout your journey, and you'll also benefit greatly from observing and emulating the
habits of highly effective educators. To support that growth, let’s explore The Best Teachers’

BIG 6: six overarching categories drawn from national research on what accomplished

teachers know and do.

The Best
Teachers’
BIG 6

© 2026 lead4ward. All rights reserved.

Extensive research has generated many lists, standards, and descriptors of what
makes a highly qualified teacher. To make the complex simple, we distilled these
findings into the six essential categories that follow. Remember, developing your
teaching skills and talents is a process. Explore The Best Teachers’ BIG 6, dig into the
chapters aligned with each area, and then use the reflection opportunity that follows
on page 1-10 to set your intentions for the year.

o Commit to lifelong learning. ° Set clear expectations and
Continue growing through support behavior. Establish high
reflection, professional learning, standards, positive relationships,
and collaboration to strengthen and proactive strategies for a safe,
your practice. productive classroom.

e Foster collaborative relationships. e Prioritize well-being and resilience.
Build strong connections with Protect your energy, nurture
colleagues, students, and families to optimism, and maintain balance so
support shared success. you can thrive as a teacher.

9 Design engaging, accessible spaces. o Deliver high-quality, data-driven

Create organized, student-centered instruction. Use engaging strategies
environments that spark curiosity and and student data to guide learning,
support learning. growth, and achievement.

Adapted from The National Commission on Teaching and America’s Future: The Highly-Qualified Beginning Teacher
(2003) and The National Board for Professional Teaching Standards—What Teachers Should Know and be Able to
Do: The Profession’s Vision for Accomplished Teaching (updated 2016)
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The Best
Teachers’
BIG 6

Commit to
lifelong learning

Foster collaborative
relationships

9 Design engaging,
accessible spaces

0 Set clear expectations
and support behavior

e Prioritize well-being
and resilience

Deliver high-quality,
data-driveninstruction

What to
expectin
this book

Your New Teacher Journey: From First Steps to Firm Ground

You'efuen

Choose one or two of The Best Teachers’ BIG 6 that you want to focus on this
year. For each one you select, write a specific, achievable goal for yourself. Then
list the chapters on page iv (behind the table of contents) that will support
your learning and growth in those areas.
Your Best Chapters
Teachers’ to support
BIG 6 Focus Specific goal your goal
- %

We'll support you through
each chapter with some key

components:
Conaprerz )
Preparing for
the Journey
Chapter guide Thischapte il uid you hrough

v
Reflecting on the characteristics of effective and ineffective teachers

¥ Introducing the importance of buildi
family relationships

ng professional, student, and

Each chapter starts with “This
chapter will guide you through:
These bullets highlight the big

ideas you'll explore.

”

v
Learning about four key domains in your teaching journey:

1. Classroom environment

2. Planning and preparation

3. Instructional delivery

Content

The content in each chapter is designed with you in

DO" >+ 7[0},5?1" mind—your needs, your most important learning
points, and the information that’s just right for where

/
fo take notes! you are. You'll find images, examples, and
e Il D i Ces for your thoughts to flow and connect.
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Your turn
YoarTarn B
Your Turn provides purposeful

. How can you incorporate your
moments for you to process, practice, unique personality info your

, classroom fo create a positive
and reflect on the content you're learning environment?

learning. Slow down, take a breath,
and really use these opportunities to
make the learning your own.

S

L. ° °

Keeping it real Keepl ng l’l' I'edl

Building relationships during your first days in

your teacher shoes sets the stage for success— , _f

e o hmasahout We're a true teacher-friend and mentor,
your career. These first days will be filled with ’ H _ H

meetings, training, and many to-dos (which sowe “ g|Ve yOU a hequ v p on *hlngs
we'll get to in the next chapter), but remember H

that this time is also crucial for building yOU rea l | y n eed 1‘0 knOW or Shed Ilg h‘r on

lationships. We hel By Y H

relationships. We viant o nelp you prepare 1o critical realities of teaching.
step into your teacher shoes in style and make
a great first impression on your new campus!

Pro fi P! Tone and timing

Tone and timing of responses and communication are essential! When
Th is sectionis a 1l a bOUT ma kin g your addressing an issue or offering feedback, consider the timing and emotional
state of the person you're speaking with.
life easier with ideas, insights, time-

- Focus on what you say but also when and how you say it

H + Choose the right moment when the person is calm and open to discussion
savers, a nd hel pr' s’rro’reg ies that to make your message more impactful and reduce the likelihood of
eﬁechve 1.e0 Ch ers hGVe ﬁ g u red OU1‘ misunderstanding or defensiveness

+ Thoughtfulness in timing can be just as important as the content of your message
and are passing on to you.

Let’s sumit up!

-ake thoughtful steps o be one of the best teachers! Relationships are the cornerstone of
offective feaching. As you prepare for your journe focus on building strong connections
ive ing J y, focus ng
with students, families, and col <. Confinuously refiect on the best and worst teacher
lleagues. Continuously refle
U 3 3
experiences and srive fo be the \ind of feacher who leaves a posifive, lasfing impact.

Let’s sumit up!

As the name suggests, this
section wraps up the chapter with
a clear summary and reminders

Laceup Izour Remember: . ) i
teachingshoes 1 mnebestt those who "
’s hit the ucator vill be defined by how well you build connections ith
and let's 2. Yourjourney as o educo
ground running your colleagues, students, and families

The four key domains—classroom environment, plan ing and preparation,
Wi , planni [
3. The four key domains—classroom envi

of the big ideas you explored.

instruction,
foundation of your success as a teacher

! lives by
4. And, most importantly, you will make a difference inyour students' lives by:

_ Knowing your students—their hopes and fheir fears

_ Building up your students’ confidence and competence
/ truggles
/ / i succe ng in their sirt
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Graffiti

This space is an opportunity
to capture notes, ideas, and
visual cues that help you
summarize your learning from
the chapter. Think of it as your
personal sketch notes—a place
to make meaning, play with
ideas, and create your own

connections to the content.

Reflect and connect
Teaching is people work—you Reflect and connect
Choose one or two topics below for a deeper dive with your 0-to people.
are NOT alone—and we want s
Conversation starters

you to build a strong support
network! This section offers
prompts and conversation
starters o help you talk with
your go-to people. Sometimes
you don’t know what you
don’t know, and these guided
questions can spark helpful,
honest conversations with

your go-to people.

Educator ethics and professional responsibilities

Throughout this book, you'll see professional See Appendix A for a
responsibilities highlighted as they relate to toDi .
opical list of educator
the chapter topics. These important guidelines p .
ethics and professional

and cautions are crucial to your success as a
professional educator. Most states provide a

written Educators’ Code of Ethics with rules
for standard practices and ethical conduct toward students, professional colleagues,

school officials, families, and members of the community. While we offer important
reminders, your principal is also an excellent resource, as they receive training on
legalissues and stay updated on policies and district requirements. When in doubt ...
ask. Always ask. And if you make a mistake, tell your supervisor as soon as possible
so they can help you address it. They would much rather hear it directly from you as a

responsibilities.

responsible, professional educator.
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