17 Last-Minute Details for a Successful First Day of School
by Susan Wyner and Wendy Light, United Synagogue of Conservative Judaism National Education Consultants

In the commotion of preparing to open a new school year, it is easy to overplan as well as underplan. This important list will guarantee an effective start:

Kabbalat Panim: Creating a Welcoming Climate
1. Invite the rabbi and other clergy to be by your side at the school door to greet students on their first day. 
2. Invite some high school students or education committee members to walk younger students to their classrooms. 
3. Arrange for a welcome program for new parents to the school. Ask the education chair to host and members of the education committee to be on hand as greeters. 
4. Make and post directional signs for the school building. 
5. Arrange for a last-minute registration table outside of the school office, and have the secretary or administrative assistant there for the first day. Also, arrange for someone to handle last+-minute phone calls while the secretary handles registration issues. 

Safety and Security
1. Get the school and synagogue’s alarm code. Make sure your name is added to the synagogue’s security list. Be certain to procure all the keys you need for access to the doors and cabinets in the school. Carry the keys securely in your pocket or on a lanyard. 
2. Prepare two emergency kits for your office. 
· One is for first aid (alcohol, band aides, tweezers, magnifying glass, sterile gauze pads, ace band aides, instant ice packs). Remember that you are NOT to dispense aspirin or Tylenol to students. 
· The other is a building aid kit (hammer, pliers, screwdrivers, nails, screws, tacks) for small emergencies in the building. 
3. Prepare for first-aid needs: 
· Provide teachers with several pairs of rubber gloves for injuries involving blood. 
· Fill several rubber gloves with water, tie knots, and freeze. These are called Monster Hands and they work well on bumps and wounds. 
· Keep a small refrigerator in the school office area. Some meds must stay refrigerated. 
4. Prepare for fire drills by making charts for posting in every room. Set a schedule of drills. (If you are in a cold climate, you’ll want to get one or two in before the snow flies!) Use these same plans for emergency evacuations. If you are in an earthquake or tornado zone, you may need a separate set of emergency plans. 

Efficiency
1. Spend your time on big issues and educational matters. Other people can buy cookies. Honest! 
2. Make a first-day-of-school folder, and put everything you’ll need inside it, including extra copies of schedules, class lists, booklists, and volunteer assignments. You should be able to get to them easily and pass them out on the fly! 
3. Carry a clipboard with a complete roster by student name, grade and class. The key here is to be able to find the child’s class quickly. 
4. Ask parents of prospective students who arrive on opening day to come back after school to talk about enrollment. The first day needs are more pressing, and you must be there to take care of them. You also want to give these new parents your undivided attention. 

And during that first week of school
1. Keep a note pad and pen with you at all times. It’s a good habit to get into! Make notes about what things you want to remember for next year, and file your notes in your first-day-of-school folder (see #11 above). Meanwhile, you can also keep track of messages, to-do reminders, follow-up calls you have to make, and compliments to pay to your teachers. 
2. Write a group thank-you note to all the teachers, office staff, and volunteers after opening day. Put the notes in school mailboxes so recipients can find them at the beginning of day 2. Always be on the lookout for ways to praise and say thank you to your staff. 
3. Always seize the opportunity to call home and share something positive about a student. 
4. Appreciate that you are a partner with God in doing the holy work of Jewish education. Praise yourself. You deserve it! 

