CSCH ADMIN-ON-DUTY TO-DO CHECK LIST

	On-Duty Date:
	

	On-Duty Administration Name:
	

	
	


1:45pm: 

· Check all classrooms for availability (door open). If not, contact the people in the following order:

· Larry Wilkerson: 919-923-8363
· Robert Rudd: 336-350-4259
· Ensure no car is parked at reserved spots or well-maintained lawn. Put warning tickets on violated cars if necessary.

2-4 pm:  

· Ring bell for regular class (Thanks Zhe Wang for doing that) at times 2:00pm, 2:55pm, 3:00pm, and 3:50pm.

· Ensure safety in and surrounding school areas. Stop students showing unusual behavior like climbing, running, screaming, moving school property, etc.

· Answer any questions raised during school hours or direct questions to the attention of appropriate personnel.

· Assist Academic Director (or Assistant) for solving any Chinese language class issues.

· Support PTA as needed to arrange PTA activities such as meetings, seminars, etc.

4-6 pm: 

· Check all activity areas and classrooms to ensure AC was on and TV or computer (if any) was off as SOON as the class is over and everything is restored to the original state or place.

· Assist Activity Director for any activity class issues.

6pm:


· Do a final walk through all hallways and classrooms; collect any left items into CSCH Lost & Found box. Ask custodian if everything is O.K. before leaving. 

Classrooms Check List

	Rooms
	601
	603
	604
	607
	609
	610
	611
	614
	618
	627
	701
	703
	704
	706
	707
	709
	710
	714
	732
	

	Computer
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	School supplies
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	White Board
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Counter
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other surfaces
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Floors
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Student Desks
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Teacher desks
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Chairs
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Windows
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Properties
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Maintain original status
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Wall
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	No Trash left
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Overall clean
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Comments
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Note: Others* include Bathrooms, and Hallway 

	On-Duty Date:
	


