
TEACHER READINESS CHECKLIST 
 

Please review the checklist below to determine your readiness for the new academic year. 
 

Tasks to be accomplished prior to instructions Support Person 
Focus Grade Book 

• Username and Password. 
Taleen Chahmelikian 

Focus Grade Book Training for 
• Grade Entry. 
• Attendance. 
• Homework/Test/Quiz Announcements. 

Taleen Chahmelikian 
Rafi Hagopian 

Online Teacher Accounts 
• Google Workspace Accounts. 
• McGraw Hill Online Textbook Accounts. 
• Impact Online Textbook Accounts. 
• Think Central Math Online Textbook Accounts. 
• IXL Online Accounts. 
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Teacher G-mail Accounts 
• Please note that the teacher’s G-mail address will be 

imbedded in the online Grade Book through which parents 
will                         communicate with the teacher. 
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Syllabi 
• A separate syllabus must be prepared for each course. 
• Please use the school-provided format.  
• Must include your own “Classroom Rules”. 
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Lesson Plans 
• Each course must have a weekly lesson plan.  
• Use the school-provided format. 
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Resource Materials 
• Obtain the teacher’s edition of the class textbook. 
• Additional Resources. 
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Classroom Supplies 
• Keys, etc. 

Front Office 

Read School Rules/Policies 
• Employee Handbook, Faculty Handbook. 
• Elementary School General Handbook. 
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Familiarize yourself with school goals 
• School Mission, SLO’s, WASC action plans. 
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Additional Responsibilities 
• Check your role in Incident Command Structure 
• Check for additional administrative responsibilities 
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