	Strengths

	· An effective process for ensuring admissions to Bridgewater are handled professionally, making the families feel welcome and valued while also ensuring all necessary paperwork is completed to meet legal and funding requirements.  



The below actions cover the work of the School Business Manager, school admin and facilities.

	Action
	Outcome / Impact

	Organisation and promotion of the Friends of Bridgewater’s Big Challenge 2017 (Sponsored Endurance Event).
	An excellent opportunity to mirror last year’s fundraising event, which generated £14,000 for Counselling services for Bridgewater pupils and their families. Our aim is to better that amount this year and to be able to fund more than just counselling. 
Event to take place on Friday 13th October 2017.   

	Completed grant funding applications.
	Grant funding applications submitted: 
Food Nation for Family Cookery Session (just under £1,000).

Enviresearch Fund for a Creative Science Day (£550).
Termly paperwork for Greggs / Beachcroft breakfast club funding (£1100).

	Developing Income Generation literature to send to national businesses which have a presence in the north-east. 
	A fairly innovative, and certainly new to Bridgewater, way to target sources of income. 

Potential funding for 3 large scale projects. 2 projects which have been identified are ‘In Harmony’ and ‘Early Years Outdoor Learning’. Staff have been approached for a further project idea. 
Experiences and resources for the children will be enhanced.

Staff have a feeling of involvement. 

Generates additional income. 

	Finalised 17/18 budget and 3-year budget forecast.
	Another challenging balanced budget (with a small contingency) that delivers everything we need to maintain our outstanding provision across the school.

Increasing pupil roll effectively supported with investment in additional resources and furniture. 
Enables us to consider and plan for the challenges ahead, ensuring we have plans in place to tackle any difficulties. 

	Reviewed Counselling Service Level Agreement. Comparisons obtained from Barnardo’s and Community Counselling, along with our current provider (Kalmer Counselling).
	Suitable SLA in place to ensure effective delivery of a much needed and important service. 

Best value and service achieved. 
Cost saving possible in future of approximately £3,000. 

	Finalised Asset Management Plan & ICT Management Plan for work over the Summer term.
	Identified and agreed the premises work and ICT investment required.
Planned repairs and maintenance prevent higher unpredictable costs in the future.  

Ensures the school can operate effectively.
Ensure all staff are suitably supported in relation to ICT resources. 

Enables suitable budget planning. 

	Managed the CDC Program site visit and the ongoing NCC Asset Management Survey
	The necessary inspections have been undertaken and the results recorded. 
Plans of the site, following the building work, are up-to-date and relevant.

Potentially enables us to apply for funds for essential preventative repairs and maintenance, if identified by the surveyors. 

	Installation & training of new photocopiers.
	A smooth, hassle-free process for staff with minimal disruption. 
Higher spec / better performing photocopiers to meet the increasing needs of the school.  

	Recruitment of 2 new Teachers, a Teaching Assistant Apprentice and a Cleaner.
Involved in the selection process, as well completing all necessary paperwork.
	Staffing needs of the school for September 2017 are met. 

Relevant safeguarding check completed. 

Individuals added to payroll.

	Mentoring of the Trust Officer
	Provided knowledge and understanding of schools and education as the Trust Officer is completely new to this industry.

Shared good practice in relevant areas of work. 

Support and direction with big writing.

	Supported Waverley with interviews for an Administration Assistant. 
	Sharing of knowledge and experience with local schools. 
Helped them to address a staffing ‘issue’.

	Accurate completion of School Census
	All necessary paperwork submitted to the Local Authority and SIMS updated accordingly. 

	Oversaw the administering of the September 2017 intakes for Nursery and Reception.

Also the intake of children in other Year Groups is managed continually throughout the year. 
	Every child who wants to come to Bridgewater has been given a place.

Parents / carers have been provided with all relevant information and been given the opportunity to visit the school.

All required forms completed. 
Legal requirements met. 

Funding maximised.

	Updated 0-5 Tracker. 


	Accurate data can be analysed and subsequent actions agreed. 

Progress can be monitored.

	Data for Reception, Year 1, Year 2 and Year 6 added to SIMS as required. 
	Accurate publication of data for all required children on the effective date (Group Membership and Result date).  

	Continued to monitor attendance and carry out actions identified in the half-termly attendance meetings. Particularly focusing on those few children below 90%. 
	As of Friday 30th June 2017 attendance was 96.5%. 0.7% higher than this point last year.

Addressing persistent absentees with appropriate support, challenge and if necessary, legal proceedings. 

	Attended Schools North-East SBM Regional Conference
	Kept abreast of all current and future changes relevant to my role, Bridgewater and the wider landscape. 

Increased knowledge and understanding with regards to difficult and challenging HR issues. 

Learnt a different approach to goal setting, which will hopefully lead to even bigger outcomes, particularly in relation to funding raised.

	Completed in-house behaviour training
	An understanding of how the Head believes behaviour should be handled and the reasons for this. 

	Involvement in meetings regarding Holiday Hunger (Not a Handout, A Day Out) & In Harmony projects. 
	Not a Handout, A Day out – See Gillian Gibson’s report. 
In Harmony – ensures we can adequately support the project in relation to funding, premises requirements and timetabling. 

Children to have the opportunity to learn to play an instrument and experience playing in an orchestra. 

Enables those children who have ability in music to shine and showcase their talent.

	Through continued relationship building with DAC Beachcroft, I have secured a free day at Durham Cathedral for us to hold a Vision Day. We have also been approached to provide pastel drawings for them to choose one from which they will produce an extremely large wall print to place in a prominent location in their city centre offices. 
	Enables the staff to come together as a whole staff team to decide on the priorities and vision for Bridgewater. A better understanding of strengths and areas for improvement. 

No cost to the school.  
Children have a sense of pride and worth when their pictures are acknowledged and displayed in prominent positions. 
Enables those children who have abilities in the arts to shine and showcase their talent. 

	Undertook the duties of Educational Visits Co-ordinator. 
	Paperwork checked, analysed and processed for 50 visits throughout 2016/17.

Communication with staff where gaps in information or queries existed. 

Visits suitably covered for legal and insurance purposes. 

	Reader for Key Stage 2 SATs – practice tests and actual tests.
	Enables the effective administering of the tests.

	Delivered the debating competition for a 5th year and assisted with the delivery of the Fantastic Futures event. Both Trust events. 
	Provides the children with an opportunity and platform to develop their confidence, public speaking, self-belief and debating skills. 
Opens the minds of the children to the different careers that are available and raises their intrigued and aspirations. 
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