	TERM 1
	TERM 2
	TERM 3
	TERM 4

	- Annual Review Increments for staff

- Student  Support Req for Trudy
- Finalise enrolments

- Print off student details from CASES21 and send out to each student for any changes.

- Update student phone directory when CASES details are returned and entered on CASES

- Print off Medical details for staff when updated details have been returned.

- Enter budget details on CASES21
- Prepare for CENSUS day -due end Feb.

- Computer Census – Guy
- School Photo date will be confirmed.

- Audit date will be confirmed.

- File last years finance details, ready for audit.

- Prepare Audit checklist for auditor.

- Prepare new Bus Timetable

- Raise Excursion Levy charges in A/R on CASES21.

- Note in Newsletter for EMA registrations.  Make sure details are entered on CASES21 by due date end Feb.

- School Council Elections – send out any relevant paperwork/ note in newsletter. (Last wk Feb)

- Set dates for Finance and S.Council meetings for the rest of the year.

- Change labels for S.C.

- Confirm SGB/staffing (end Feb)

- Annual Report (end March)

- Update Emerg. Plan – issue to teachers

- BELL TIMER OFF- END OF TERM
	- Annual Review Increments for staff

- End of Year Payroll for Local Payroll

- Look at ½ year revenue and 
expenditure – compare to budget.

- Backup any old data on CD and archive.

- New Arrival Collection Data.

- School Council Schedule No. 7(list of names) sent by 2/5.

- Data Collection –Student Achiev. (end of term)
- BELL TIMER OFF- END OF TERM
	- Annual Review Increments for staff

- 2nd EMA instalment.

- Enter Student Achiev data.

- Reconcile student support for Region.

- Census due – projected enrolments for next year.

- Parent Surveys – Sept.

- Triennial Review 200?
- ETWR Leading teacher mid cycle review 

- Annual Inspection

- Family Leave Letters (if applic)

- Leave without Pay Letters ( if applic)

- Paper Census items - Principal
- BELL TIMER OFF- END OF TERM
	- Annual Review Increments for staff

- enter any enrolments on CASES21 for next year.

- Prepare exit disc for Grade 6 students.

- Look at year end preparation

- Review SSO time fraction for following year.

- Complete goal setting for staff.

- Data collection – student achiev.

- New Arrivals (October)

- Transition Kinder

- Commence Budget Process. (check wage rates for next year)

- Place orders for back to school (Dec)

- Put Review dates for HRMS on calendar for next year.

- Review Excursion & Fee Levy for next year.

- SRP modelling (Prin & BM)

- BELL TIMER OFF- END OF TERM


ADMINISTRATION TIMETABLE
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