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Donaghmoyne


   
                                                                       Telephone: 042 9662284
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      Website: stmichaelsns.ie

A81 EA37

Principal: Ms F Whelan

Vice Principal: Mrs R Campbell

List of Possible Tasks for Administrative Days

· Over-viewing Teaching and Learning
· Over-viewing Assessment
· Individual Student Difficulties and Achievements
· DES Correspondence
· General Correspondence
· Meeting Notes - BOM, In-School Management, Parental, Outside Agencies/Professionals
· Meeting Preparation - as above
· Policy Formation and Review
· Strategic Planning and School Development
· Upcoming Events - Organisation and Timetabling
· Special Projects - Organisation and Timetabling
· Liaising with Outside Agencies/Personnel
· Special Education and SNA’s
· Liaising with Teachers
· Liaising with Other Principals
· Liaising with the Secretary
· Sacramental Preparation
· Checking of Roll Books and Registers and the Leabhar Tinrimh
· Storage of Documents and Data Protection Issues
· OLCS, Medmark, Substitute Teachers and SNA’s
· Staffing and Interview Preparation
· School Improvement Projects
· Professional Development
· Tidying, Archiving, Sending Shredding and Filing to the Secretary
Organisation of Administrative Days
· Look at the school calendar in consultation with the cluster organiser
· Prioritise your busiest periods
· Take release days accordingly
· Get written permission from the BOM to spend some release days working from home
· When preparing work for days off, concentrate on the consolidation of what has been already taught - steer clear of your substitute teacher introducing new concepts
· Keep a record of your administrative days, a list of what you did and the name of your sub. 
· Principals of 1-3 mainstream teacher schools are entitled to take 17 Principal Release days annually.
Ratified by the BOM on September 2018.


Signed: Pat Boylan
Date:  7/9/2018
