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LESSON PLANS

1. What is the lesson plan format?
2. How detailed should lesson plans be?
3. When are lesson plans due?
4. Who should get copies of lesson plans?
5. How should lesson plans be submitted?

CURRICULUM

6. On what standards is the curriculum based? 
7. Is there a curriculum map in place?
8. Do I have to teach certain material at certain times of the year?
9. What flexibility do I have in creating curriculum?
10. What textbooks are used?
11. What supplemental materials are used?
12. Is there a contact person for curriculum questions?
13. Are we permitted to take students on field trips?
14. If so, what are the conditions of these field trips?
15. Is there a department or grade-level chairperson?
16. What opportunities are available for cross-curricular teaching?
17. What opportunities are available for team teaching?
18. Am I permitted to purchase supplemental materials such as weekly news magazines or class sets of books?
19. Are there departmental or grade level meetings?
20. How often are these meetings?

ASSESSMENTS

21. Are students assessed for grade-level benchmarks at specific times of the year?
22. If so, who creates these assessments?
23. What types of grade or school-wide assessments are given?
24. Which subjects or skills do these assessments cover?
25. When are the assessments?

GRADES

26. What is the grading scale?
27. Where and how are grades kept (a computer program, a grade book)?
28. How often do grades need to be updated?
29. What is the grade card schedule?

SCHEDULE

30. What daily hours am I required to be at school?
31. What does my daily and weekly schedule look like?
32. When are my prep periods?
34. Will I have an aide available to assist me?
35. During what time of the day will an aide be available to me?
36. When do students arrive in the morning?
37. When do students leave in the afternoon?
38. Is there a schedule of assemblies, parties, and other special events for the year?
39. What weekly or monthly meetings can I expect to have in my schedule?

DUTIES

40. Do I have additional duties?
41. How often are those duties?
42. What are my responsibilities?

PARENT COMMUNICATION

43. What school-sponsored parent communication goes out?
44. Are monthly class newsletters or the like required?
45. Is there a procedure for handling hostile parents?
46. Is there a standardized documentation form for all parent communication?
47. When are parent-teacher conferences?

ROOM DÉCOR

48. When am I allowed into the classroom to set it up?
49. What materials must be visible in my room?
50. Are there constraints about where posters and other materials may be hung or placed?
51. Are there materials or items that are not permitted in the classroom?
52. Do I need to supply paperwork for any materials or items I bring in for my classroom?

SUPPLIES

53. Is there money available for me to purchase supplies, or can I be reimbursed?
54. What is the procedure for purchase orders?
55. Are there common supplies that can be used by all teachers?
56. If so, where can I get those supplies?

TECHNOLOGY

57. How do I set up my e-mail?
58. How do I set up my voice mail?
59. How do I use the copier?
60. Are there student computers in my classroom?
61. Is there a school computer lab?
62. How do I schedule time in the lab for my class?
63. What other technology is available to me for instructional use?
PROFESSIONAL DEVELOPMENT

64. What professional development does the district provide?
65. Does the district provide professional development days for me to attend seminars, conferences, etc.?
66. What is the process for getting approval for professional development course work?
67. Is there reimbursement for expenses? What can be reimbursed?
68. Is a mentor teacher available to me?
69. Who is my contact person for professional development questions?

SUBSTITUTES

70. How do I request a substitute?
71. What am I responsible for providing the substitute?
72. What is the district’s philosophy on having a substitute in the classroom?

SPECIAL EDUCATION AND SUPPORT SERVICES

73. What support services are available?
74. With whom will I work in respect to special education students?
75. What is the referral process for special education and additional support services?
76. What is the IEP process?

SPECIALS

77. In which specials will my class participate?
78. What are the procedures and policies I need to know about in those specials?

PERSONNEL AND STAFF PROCEDURES

79. What is the procedure for requesting time off?
80. Is there a call chain for delays, cancellations, and other important information?
81. What is the procedure for addressing a maintenance need?
82. What is the procedure for addressing a technology need?
83. Are there regular staff meetings?
84. Is there a staff contract with procedures, policies, etc. available to me?
85. Am I required to join the teachers' union if there is one?
86. What is the dress code for staff?
87. What are the procedures for emergency situations?
88. Where do I take my class during an emergency if we are not in our room?
89. Are there grant opportunities available to teachers?
90. How can I access my classroom during non-school hours and weekends?

SCHOOL PROCEDURES

91. What are arrival procedures for students when come into school?
92. What are dismissal procedures for students when they leave school?
93. What is the school- or district-wide discipline plan?
94. What are the procedures for students as they travel outside of the classroom and through the building?

TEACHER EVALUATIONS

95. What is the teacher evaluation process here?
96. Will I be observed in the classroom? 
97. Who will observe me and how often?

STUDENT INFORMATION

98. Where are student files located?
99. How long should I keep my own student files?

COMMUNICATION WITH PRINCIPAL

100. What is the best way to contact my principal?
101. When is the best time to contact my principal?

