

[bookmark: _GoBack][insert name of school] TEACHER ON DUTY DAILY CHECK LIST 

Day: ______________________________				Date:  ____________________

Teacher on duty: _________________________________________	Duration:  ___________________

1. Daily Attendance Record

Total No. of Children at school as at day:  _________________
	CLASS
	No. Present
	No. Absent
	TOTAL

	Baby Class
	
	
	

	Nursery
	
	
	

	Pre-Unit
	
	
	

	Class 1
	
	
	

	Class 2
	
	
	

	Total
	
	
	



2. Cleanliness 
	Description
	Status

	Gate
	

	Compound (external)
	

	Classrooms (floor, walls, furniture, windows/doors)
	

	Kitchen
	

	Office
	

	Uniform check
	

	Washrooms
	



3. Timetable Adherence
	Description
	Status

	Morning transport arrived on time (by 8.00 am) 
	

	Pupils arrival
	

	Morning circle start time
	

	Meal times
	

	Evening transport departure time to drop off children 
	

	Time other children not on School transport are released 
	

	School closed for the day
	



General Remarks
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed:  

Teacher on Duty:  _______________________________		Head Teacher:  ____________________
Date:  _______________________________				Date:  ____________________________
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[insert name of school]  TEACHER ON DUTY  DAILY  CHECK LIST      Day: ______________________________         Date:  ____________________     Teacher on duty: _________________________________________   Duration :  ___________________     1.   Daily  Attendance   Record     Total No. of Children   at school   as at day :   _________________  

CLASS  No. Present  No. Absent  TOTAL  

Baby Class     

Nursery     

Pre - Unit     

Class 1     

Class 2     

Total     

  2.   Cleanliness   

Description  Status  

Gate   
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Classrooms  (floor, walls,  furniture, w indows/doors)   

Kitchen   

Office   

Uniform  c heck   

Washrooms   

  3.   Timetable   A dherence  

Description  Status  

Morning t ransport  arrived on   time   (by   8.00 am)    

Pupils   arrival   
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Meal   t imes   

Evening  t ransport  departure time to drop  off  children    
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  General Remarks   _______________________________________________________________________________________________ _______________________________________________________________________________________________ _________________________________________________________________ _ ____________________________     Signed:      

