Primary Link Teacher Check List
The following information is to guide you through the year with planning and organisation, highlighting what should be done on a weekly, monthly, termly and yearly basis. I hope you find this helpful. Feel free to amend and use how you want
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WEEKLY TASKS
TICK
· Check emails – In the Loop (ITL) from SSCo and all relevant sporting info. 
· Check Partnership WEBSITE – “AVAILABLE NOW”
· Deal with any issues from last week e.g. chasing coaches / students absent from clubs
· Promote new and existing opportunities.
· Plan for next week – check calendar to prepare for festivals/tournaments etc.

· Plan and implement after school clubs relating to seasonal sports for both KS1 & 2.

· Support your colleagues to deliver high quality PE and daily Physical Activity and school sport.
MONTHLY TASKS

· Sign off coaches timesheet for clubs
· Enter competitions via the website – looking ahead to next term.

TERMLY TASKS

· Gather information for registers on new format – name/address/email/hours of activity/postcode and pass onto coaches.
· Meet and greet your allocated coach for this terms clubs and supply them with the data they need (see above)
· Complete PLT claim forms.
YEARLY TASKS

· Complete PESSYP forms
· Attend Primary P.E. Conference[image: image4.png]
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