Short-term planning - example annual timetable 

Suggestion – make your annual timetable A2 size and write on it / tick items off as you go. Use it for planning / reminding / keeping on track. Items could be reported on at monthly management meetings. If an item has not been completed, the meeting can plan follow up as required. 
	
	Jan
	Feb
	March
	April
	May
	June
	July
	Aug
	Sept
	Oct
	Nov
	Dec

	Staffing
and curriculum


	Contact Professional Advisory Service

Enrol J in centre-based training.


	Confirm professional development plan (incorporate results of last staff appraisal)


	Update relievers list

Review equipment and priority list for new purchases (include in budget – see financial)

Spend $200 on agreed books and resources for staff library
	Develop / review job descriptions 

Fill sand in sandpit


	Review learning environment (ongoing – but perhaps have a specific ‘big picture look) 


	Review 

employment agreements


	Undertake appraisals


	Review routines (ongoing – but perhaps have a specific ‘big picture look)
	Review assessment planning & evaluation processes

 (ongoing – but perhaps have a specific ‘big picture look – ask parents for their views etc).
	Identify persons for Teacher Registration processes

Fill sand in sandpit


	
	

	Financial

Note: these are example dates only – check your service’s dates for payments, audits, etc


	Mtly tax return complete 

Mtly accounts complete


	Mtly tax return complete 

Mtly accounts complete

MOE bulk funding form sent (RS7)


	Mtly tax return complete 

Mtly accounts complete

GST return complete


	Mtly tax return complete 

Mtly accounts complete

Draft / review annual budget

Set / review fees

MOE bulk funding received
	
	Mtly tax return complete 

Mtly accounts complete

Audit Finances 

Publicise bulk funding expenditure to MoE & community

MOE bulk funding form sent (RS7)


	Mtly tax return complete 

Mtly accounts complete

Bulk funding received
	Mtly tax return complete 

Mtly accounts complete

ACC Levies paid
	Mtly tax return complete 

Mtly accounts complete

GST return complete


	Mtly tax return complete 

Mtly accounts complete

MOE bulk funding form sent (RS7)
	Mtly tax return complete 

Mtly accounts complete

Bulk funding received
	Mtly tax return complete 

Mtly accounts complete

Staff holiday pay 



	Organisational planning
	Collect any info on new legislation


	
	
	
	
	 Develop / review job descriptions for governance and management roles.


	
	AGM


	
	
	
	Archive records (7 years)



	Communication consultation

and
reviews


	Newsletter sent out (annual holiday dates included) 

Information board reviewed

Implementation of service objectives developed / reviewed 
	Consult re: objectives and plans


	Newsletter sent out

Plan parent curriculum evening

Develop / review annual timetable


	Parent curriculum evening / interviews

Review 1/3 of policies (consult)


	Review 1/3 of policies (consult)

Develop / review hazard identification procedures (OSH & Regs 98)

Newsletter sent out


	Plan for philosophy review - due in August

Plan parent curriculum evening


	Parent curriculum evening / interviews


	Philosophy reviewed at AGM

Put plans for new outdoor climbing equipment on notice board for parent feedback
	Review 1/3 of policies (consult)

Liaise with local Plunket and local medical centre


	Information board reviewed

Develop / review parent information handbook
	Review 1/3 of policies (consult)
	Develop / review staff information handbook 



	Premises
and
resources


	Safety checks weekly

Fire & earthquake drills 


	Identify all Osh and child safety issues to be addressed eg current staff 1st Aid Certificates
	Replace items in Civil

Defence Kit (food/water, batteries, etc)

Fire & earthquake drills 


	Organise quotes for carpeting the sleep room – to mgmt mtg
	Check First Aid Kit

Fire & earthquake drills 


	Carpet sleep room – completed this mth. 
	Fire & earthquake drills 


	Develop plan for new outdoor climbing equipment to go to mgmt committee for feedback
	Fire & earthquake drills 


	Finalise plan for new outdoor climbing equipment 

Purchase $1000 of agreed new climbing outdoor equipment
	Fire & earthquake drills 


	Purchase $1000 of agreed new outdoor equipment

	Educators
and
curriculum


	Contact Professional Advisory Service


	Confirm professional development plan (incorporate results of last staff appraisal)


	Update relievers list

Review equipment and priority list for new purchases (include in budget – see financial
	Develop / review job descriptions 

Fill sand in sandpit


	Review learning environment (ongoing – but perhaps have a specific ‘big picture look) 


	Review 

employment agreements


	Undertake appraisals


	Review routines (ongoing – but perhaps have a specific ‘big picture look)
	Review asses., plan & eval. processes

 (ongoing – but perhaps have a specific ‘big picture look – ask parents for their views etc).
	Identify persons for Teacher Registration processes

Fill sand in sandpit


	
	


