Checklist for the First Day(s) at Tulsa Tech
1.   _____
Assembly on first day; students will be dismissed with instructor, according to career major.  Greet them when they come in every day.
2.
_____
Have assigned seats ready. (name tents, seating chart, etc.)

3.
_____
Tell them your name and take roll, according to campus procedures.

4.
_____
Introduce yourself (have name written on board, and pronounce it for them) 



Give them a brief background, site your credentials, your work experience, and what makes you qualified to teach this class.  Be friendly and enthusiastic; let them know this class at Tulsa Tech is going to have a positive impact on their lives, and that you’re glad they’re here. (Harry Wong)

5.
_____
Ice breaker to get to know students… can have them stand and share information from #6 below, or use any activity you feel is suitable. The objective is to start building that safe, comfortable learning environment.

6.
_____
Have first assignment at their desk; it’s up to you when you’d like them to complete it. (first thing, after campus tour, whenever) This should be short, interesting, easy to complete so students are all successful…  could be as simple as… 




On a Clean Sheet of Paper, Answer the Following Questions:

a) What is your first and last name?  What would you like us to call you?

b) Are you a junior, senior, or post-secondary student?  What is your home high school?  (if applicable)

c) What made you decide to take this class?

d) What is your favorite hobby?

7.
_____
Give students facts they need to know for the first and second day of school, such as:

· ___
Demonstrate the signal you will use when you need their attention

· ___
Time class begins, break time, time bus riders dismissed, time drivers are 



dismissed

· ___
Discuss break in detail – how they will be dismissed, what time they 


return, consequences if late, bring food/drink back to class, or not?

· ___
Class supplies needed, and when? (paper, pen/pencil, safety glasses, 


uniform, etc.)
· ___
Go through student packets, explaining which forms need their and/or 



their parent’s signature(s), and when they need to be returned.

· ___
Go through Student Handbook (as a class or for homework)

· ___
Go over district attendance/tardy policy

8.
_____
Explain what a CTSO club is; the benefits of belonging, amount of dues, 



contests students can participate in, etc. Talk about electing class officers.

9.
_____
Take students on a tour of the campus – point out other programs, director and 



assistant directors’ offices, counselors’ offices, cafeteria, AC lab, 



restrooms, etc.
10. _____
Assign lockers (if applicable) and tell them where to keep their “stuff” – books,
                        coats, purses, etc.
11.
_____
Career Major Syllabus and Procedures:  



_____
Bellwork



_____
Sign in sheet, time clock, daily work/grade sheets?



_____
How do they leave class? (bathroom, nurse, counselor, AC, etc.)



_____
Student ID badges (where and when? – what to do if they forget it)



_____
Depository for assignments, homework, tests – accept late work?



_____
Make-up work.  How do they find out what they missed? How long do 




they have to make up work?


_____
Your absence or tardy procedures (business cards)



_____
Grading (scale, types – written assignments, homework, class projects, 



quizzes, performance tests, written tests, oral assignments, daily work 




grades;  how much does everything count?  Do you accept extra credit 




work?  Course grades, nine weeks grades, semester grades. Make sure 




students have a thorough understanding of your system)



_____
Discipline problems – how will they be handled?  Consequences?



_____
Behavior expected on campus (parking lot, halls, cafeteria, ACs, etc.)



_____
Appropriate dress for your particular program



_____
Conduct during class: talking, classroom vs. shop behavior; handing in 



assignments, getting back assignments, no horseplay, etc. (work-world)


_____
Clean up of classroom/shop at the end of period/putting away supplies, 




tools and equipment/dismissing of class



_____
Fire drills, tornado drills, shop safety inspections



_____
Assignments-heading of papers, neatness, writing on back, where posted? 



_____
Communicating with instructor  (work phone, email?)/Parents welcome



_____
Group work – class participation



_____
Student contracts (if applicable)



_____
Use of LAPs, modules, individualized learning packets, online learning

                                    management system (if applicable)



_____
Testing




Competency Test(s) for program and when they’ll be given




Certifications




State or industry mandated

Find a teacher you like and can relate to – could be your mentor, or just the teacher next door.  Don’t be afraid to ask anything if you’re not sure. Your program supervisor and your curriculum consultant are also glad to help. 

 

