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New Teacher Integration Checklist
	First Week:
· Complete all required paperwork and training
· Learn names of key staff members
· Understand daily schedule and procedures
· Set up basic communication with parents
· Identify your mentor and support people
First Month:
· Attend all meetings and school events
· Join one committee or activity
· Connect with grade level/department colleagues
· Establish classroom routines and culture
· Begin building relationships with students and families
First Quarter:
· Evaluate integration into school culture
· Identify professional learning needs
· Build network within school and district
· Establish effective communication patterns
· Assess need for additional support



Professional Communication Scripts
	Making Introductions:
· "Hi, I'm [Name], the new [grade/subject] teacher. I don't think we've met."
· "I wanted to introduce myself - I'm [Name] and I'm excited to be working here."
· "I'm [Name], and I'm looking forward to collaborating with your department."
Asking for Help:
· "I'm still learning the systems here. Could you help me understand...?"
· "I'd appreciate your perspective on how to handle..."
· "I've heard you're the expert on [topic]. Could I pick your brain?"
Offering Assistance:
· "I have experience with [topic] if you'd find that helpful."
· "I'd be happy to help with [project] if you need another person."
· "Let me know if there's anything I can do to support this initiative."



Crisis Communication Protocol
	When Problems Arise:
1. Assess severity - Is this urgent or can it wait?
2. Document facts - Write down what happened objectively
3. Notify appropriate people - Follow chain of command
4. Communicate clearly - Stick to facts, avoid speculation
5. Follow up - Ensure resolution and prevent recurrence
Emergency Communication:
· Student safety issue - Immediate call to admin and/or emergency services
· Parent complaint - Notify administration within 24 hours
· Policy violation - Document and report to appropriate supervisor
· Colleague conflict - Address directly first, escalate if needed




Professional Development Planning Guide
	Annual Reflection Questions:
· What were my biggest challenges this year?
· What strategies or approaches worked best?
· What do I want to learn or improve next year?
· How can I better serve my students?
· What support do I need for professional growth?
Goal Setting Framework:
· Student-focused: How will this improve student outcomes?
· Specific: What exactly do I want to learn or change?
· Measurable: How will I know I've achieved this goal?
· Achievable: Is this realistic given my current situation?
· Time-bound: When will I accomplish this goal?
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