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	to-do list


Termly tasks for headteachers: summer 2024 (primary academy)
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· Keep on top of your regular and unique tasks for this summer term with our checklist

· This isn’t a comprehensive list, so there may be other tasks you’re required to complete this term that depend on your school’s specific context

· You might not be responsible for everything in this checklist, but you will have a responsibility to oversee it. Delete the sections that aren’t relevant for you or add in your own tasks at the end of each section

· Adapt or remove text highlighted in yellow
Key dates for this term

	MAY
	JUNE
	JULY
	AUGUST

	Throughout: Key Stage (KS) 1 test period
13 May: KS2 test for English grammar, punctuation and spelling papers 1 and 2

14 May: KS2 test for English reading

15 May: KS2 test for maths papers 1 and 2

16 May: KS2 test for maths paper 3

16 May: Census day 
	3 June: 2-week period for the multiplication tables check starts 
10 June: Start of the KS1 phonics screening check week 
(Date to be confirmed): Budget forecast return form goes live  

	 
	 


Deadlines

	TASK
	DEADLINE

	Deadline for summer census return
	12 June

	Deadline for submitting your budget forecast return to the Education and Skills Funding Agency (ESFA) (note: the budget forecast return outturn (BFRO) is now included within the budget forecast return)
	Date to be confirmed

	Deadline to publish PE and sports premium funding information 
	31 July


Key tasks for this term

	SUMMER TERM
	RESOURCES
	NOTES
	RAG RATING

	Health and safety and premises

	Check the premises plan is on task:
· Are there any new priorities?

· Amend premises plan (if necessary)
	Premises management policy: model



 HYPERLINK "https://schoolleaders.thekeysupport.com/uid/0733cee1-26c7-46e7-a483-d25b3cb6ce56/" 
Premises development plans: template
  
	
	

	Termly premises walk with governors
Premises audit
With school business manager (SBM), write premises plan for following year
	Checklist for school premises maintenance

	
	

	Book health and safety checks that are often done during the summer break (e.g. legionella testing and gas safety checks)
	
	
	

	Summer building work plans:
· Are projects identified?

· Have contractors been booked?
	Managing contractors for premises works
	
	

	Summer deep clean:
· Arrange date with cleaners

· Prioritise key areas

· Buy cleaning equipment 

· Tell staff the days that their classrooms will be deep cleaned
	Rolling maintenance schedule: template
	
	

	Class checks:
· Are there enough tables and chairs for next year?

· Is all furniture in good working order?

· Do any classes need adjustments to support pupils with special educational needs (SEN)?
	Health and safety checklists for classrooms
	
	

	Annual first aid risk assessment and policy review

Consider any new admissions that have medical or other needs
	First aid in schools: risk assessments 
First aid policy: model and examples 
	
	

	Review health and safety policy and priorities for next year, including:
· Health and safety audit

· Training priorities

· Emergency and critical incident plan


	Health and safety audit
Health and safety model policy

	
	

	Check and sign single central record (SCR)
Check recruitment files for new staff
	Single central record: monitoring
Single central record: requirements and template
	
	

	Check all safeguarding training is up to date
	Safeguarding training requirements
	
	

	Check and sign accident book 

Look for any patterns of accidents that can indicate health and safety improvements that are needed
	Retaining first aid, accident and medical records
	
	

	Review statutory risk assessments / risk register

Update risk assessments where necessary
	Statutory risk assessments: checklist and guidance
	
	

	Add your own tasks here
	
	
	

	Finance

	Termly update to finance committee:
· Include chart of accounts

· Update of current spending plan

· Update school budget
	Finance: reports to governors 

School budget monitoring: questions to discuss
	
	

	Pupil premium spending review
	Spending the pupil premium
	
	

	PE and sports premium grant spending review
Write PE and sports premium expenditure report and upload to website 
	PE and sports grant reporting: requirements and template
	
	

	Review and update pay policy
	Teachers’ pay policy: model and examples
	
	

	Share performance management outcomes with pay committee and agree recommended pay increases for next year
	Teachers' pay and performance: reports to the governing board 
	
	

	Check and sign off asset register and inventory
	Asset registers: template and guidance 

	
	

	Budget setting and review, including submitting budget forecast return to ESFA
	Budget management: annual to-do list and guidance
Returns required from academies
	
	

	Add your own tasks here
	
	
	

	Teaching, learning and assessment

	Moderate teacher assessments of pupils’ progress in KS1 and KS2  
	How to moderate teacher assessments: primary
Key Stage 1 and 2 teacher assessments
	
	

	Review current school timetable
Complete the timetable for next year and present it to staff before the end of the summer term
	Teaching time and timetabling in primary schools
Directed time: what’s covered and how to organise it
	
	

	Plan and book INSET days for the next year
	
	
	

	Draw up a programme for staff development for the autumn term
	How to develop, monitor and evaluate a CPD programme

	
	

	Review your system for end-of-year pupil reports:
· What do you want your reports to cover?
· What are the deadlines?
· How much pressure do reports put on staff workload?

· How well did the system work last time? Does anything need to change?
	Pupil reports to parents/carers: checklist and templates
	
	

	Share end-of-year pupil report templates/formats with staff

Set deadlines for reports to be completed
	
	
	

	Review, sign and send end-of-year pupil reports
	
	
	

	Arrange leavers’ events and induction visits for new pupils
Review class lists and allocate new pupils appropriately
	
	
	

	Carry out your transition programme, including:

· Year 6 pupils leaving to start secondary school
· Pupils transitioning between years and phases

Arrange for children to have time with their new teachers in their new classrooms
	Primary to secondary transition: features of an effective programme
Transition: reception to year 1
	
	

	Arrange handover sessions for teachers, including:
· Sharing information and data about new classes

· Discussing SEND requirements and provision

· Discussing behaviour
	
	
	

	Review and update school monitoring and evaluation schedule for next year
	How to organise your monitoring schedule 
	
	

	Continue performance management reviews for all staff
	Performance management checklists
Teacher appraisal reports: template and guidance
	
	

	Discuss and agree staffing structure and class allocation for next year with senior leadership team (SLT)
Inform staff, parents/carers and pupils
	Primary school staffing structures: examples 
Staffing structures: special schools
	
	

	Create school calendar for next academic year, including:
· Staff training

· Whole-school event days

· Parents’ evenings

· Trips

· Monitoring and evaluation cycle

· School performances

· Data drops (if necessary)

· End of stage assessment deadlines
	Interactive online calendar for school leaders
School year planner: template
	
	

	Add your own tasks here


	
	
	

	School improvement

	Summer term monitoring and evaluation:
· Cross-school moderation

· Internal moderation

· Make sure end-of-Key Stage judgements are accurate

· Make sure class teachers for the next academic year are part of the moderation process (they will be using this data to be measured against next year, so they need to be secure with it)
	How to moderate teacher assessments: primary
	
	

	Termly school improvement plan (SIP) review
Start working on SIP for next year
	School improvement plan: template, checklist and monitoring guidance
	
	

	Continue working on new self-evaluation form (SEF) including:
· Reviewing current SEF with SLT and discussing areas of improvement and areas to develop  

· Using Ofsted criteria to support your judgements
	Tips for writing your school self-evaluation form (SEF)

	
	

	Add your own tasks here

	
	
	

	Governance

	Schedule meetings with your chair of governors, and review whether current meeting arrangements are suitable
	
	
	

	Summer term headteacher report to include:
· Assessment review

· SIP review

· Plans for the new SEF (including grades)

· Staffing plans for next year (including current vacancies)

· Safeguarding

· Report on looked after children (LAC)
· Attendance review

· Behaviour review

· Strategy for next year (including a review of your vision, mission and values)
	Headteacher’s report to the governing board: how-to and resources
	
	

	Review policies to be updated this term (include names of policies)
	Statutory policies and documents for schools
	
	

	Present pay recommendations to pay committee
	Teachers' pay and performance: reports to the governing board
	
	

	Add your own tasks here

	
	
	

	Administration

	Review data protection procedures and record of processing activities
	UK GDPR audit
UK GDPR: template record of processing activities
	
	

	Make sure new pupils are processed correctly

Check safeguarding information has been passed on to school
	Recording safeguarding information: guidance and template
Welcome packs for pupils and parents/carers 
	
	

	Submit summer census return 
	
	
	

	Check leavers’ celebration plans are on track

Make sure all files are shared with new schools (including any safeguarding files)
	
	
	

	School website compliance check
	School websites
	
	

	Make sure admin team are ready to share end of year reports to parents/carers
	
	
	

	Make sure new stock is replaced and ordered for next year
	
	
	

	Review current letting arrangements and inform all third parties about letting costs and arrangements for next year
	Premises hire: guidance

	
	

	Add your own tasks here
	
	
	


We wrote this checklist with the help of our associate education experts:

· Trevor Bailey has extensive experience in school leadership and management. He was a secondary headteacher for 14 years
· Jeremy Bird has extensive experience of primary headship. He has also worked with local authorities and published guidance for new and aspiring headteachers and senior leaders
· Jenny Moss was the headteacher of a special school judged as ‘outstanding’ by Ofsted. She has worked in school leadership for almost 20 years
·  Marilyn Nathan is an education consultant who specialises in leadership and management development. She has experience of inspecting both primary and secondary schools, and has acted as an external adviser for headteacher reviews
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