Preparing for a Successful First Day

· Get to school early. Work with your building service staff to check school grounds and hallways. 

· Anticipate MCPS visitors. Executive Staff visit all schools during the first week.

· Remember to communicate/display your vision. Plan to be visible in the hallways and classrooms. Emphasize instruction on the first day. 

· Ensure staff has all first day notices ready to distribute. (menus, discipline plan, etc…) Think about sending home a First Day letter to parents.
· Prepare First Day roles and responsibilities for your specialists: bus greeters, hallway monitors, extra lunchroom assistance, etc… Provide key staff members with a master list of class assignments to guide students to their classrooms.

· Work with your patrol sponsor to identify patrol responsibilities during arrival and dismissal time.
· Give each student an index card or sticker with his/her bus route number to help students find their buses at dismissal. 
· Establish your security system. Which doors are open? Do you want name tags?

· Give a public address or televised greeting to the students. Consider a First Day assembly to introduce students to all staff members. Visit all classes.

· Assign someone to take pictures. Begin your photo collection. These pictures are great to show at Back to School Night and may be used in your portfolio to document standards. Put some of the photos on the website and on a bulletin board near the main office.
· Be ready to help new teachers. Assign specialists to check in and assist these teachers.

· Make sure that you have a means to communicate classroom assignments on the first day for those students who did not come to your open house. 

· Ask your counselor to station herself/himself near the primary classes to address student-parent separation issues.

· Be prepared with a response to parents who may be unhappy due to classroom placements.

· Be prepared for a substitute. Emergencies happen!
· Be prepared for a busy office area and on-the-spot registrations. You may want to have your secretaries adjust their schedules during the first few days so that they could be available for early registrations and family needs. Consider setting up an area outside of the office for registrations and providing extra phone assistance in the office. Enlist your PTA for support. 
· Identify whether you need translators available for parents and/or students.

· Discuss First Day procedures with your health technician. Parents may show up and want to talk to someone immediately about student medication.

· Identify your First Day/Week procedures for allowing parents to walk primary students to classrooms. 

· Provide extra time for lunch procedures, especially for all day kindergarten students. Young children will take extra time to go through the lunch line and to punch in their account numbers.

· Check the bells. Are they adjusted for your new schedule? 

· Be prepared for late buses. Have staff ready to help get these students to classes. 

· Monitor enrollment figures and update your organizational plan. Your staffing depends on this!

· Have teachers and students practice fire drill procedures. Make sure you schedule one or two the first few days of school.

· It might rain! Have alternative plans ready for indoor recess.

· Anticipate late afternoon buses. Plan for student supervision during this time.

· Identify a special procedure for bus identification for kindergarten students. 

· Consider meeting with your staff for a debriefing after school. Celebrate success stories and discuss necessary adjustments. 

· Put a “hug” (chocolate candy) in your staff mailboxes and get ready for the next 183 days! 
· Do a ConnectEd message to all parents telling them what a successful first day it was and thanking them for their support for their children and the school. 
· Give yourself a pat on the back. 
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