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1. PREPARE and distribute a written list of school closing procedures to teachers and administrative personnel. Clearly describe your expectations about final report cards, curriculum evaluations, students’ file updates, return of supplies and materials, book and equipment requests, inventory lists, and room cleaning expectations. You’ve worked as a team all year long. Maintain the momentum. {A Teacher Closedown Checklist can also be downloaded here.) 
2. PLAN your closing assembly or activity. Ritual celebrations bring an important closure to the year of learning. Determine what you want to accomplish with this program and be sure to acknowledge your clergy, teachers, administrative staff, and board leadership publicly and by name. Enlist parents to help shop, serve, and clean up as a year-end partnership opportunity. 
3. MEET with each teacher individually. Candidly review the school year and discuss the teacher’s feedback. Do more listening than talking. Discuss what went right and what could improve, and focus on how to build an even better partnership for next year’s education program. This should be a serious reflection opportunity, leading to great possibilities for the future. 
4. COMPLETE teacher evaluations, both orally and in writing. Some schools prepare, sign, and distribute teacher’s contracts before the end of the year. Teachers who are not to be asked back should be notified by the middle of May. Annotate the teacher’s file, indicating what concerns have led to this decision, and the steps taken to maximize the teacher’s success before making it. 
5. EVALUATE your religious school program. Ask the key stakeholders what they liked about the program. Ask the children what they loved learning and what they wished they could have learned. Ask parents what excited their children and what goals they would like to have met. Ask the education committee to dream with you to adjust and refine the program for the upcoming year. 
6. PREPARE for a successful year ahead. Organize class rosters and determine teacher assignments. Begin your staffing and planning for high holy day youth services. Don’t wait until the last moment to lock in your key people. Prepare a book inventory and order textbooks and supplies for next year. 
7. FOLLOW UP with calls to any unregistered families and schedule intake interviews with prospective and new parents. Organize summer tutoring for students who need extra support. Be particularly aware of those students with September/October bar or bat mitzvah dates. 
8. SUBMIT all final receipts for reimbursement. Tour each classroom and determine that teachers have finished putting away books and supplies, returned student work, and prepared their classrooms for summer clean-up. 
9. INVITE teachers, staff, and education committee members to an appreciation lunch or dinner and celebrate the successful conclusion of a wonderful school year. 
10. RELAX. Plan some vacation time for yourself so you can return refreshed and rested, eager to begin another excellent school year. 

