Summer 2018


	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.  
· A balanced budget meeting the needs of all children, while providing opportunities beyond the curriculum and during school holidays. 
· A detailed timetable of works to ensure all necessary ‘building work’ is completed on time over the Summer. 
· Up-to-date & regularly reviewed policies, covering all aspects of the school.  

· Fire Safety – Fully compliant (Inspection undertaken by Tyne & Wear Fire & Rescue in April 2018).
· An up-to-date website which meets all legal and Ofsted requirements. 



	Priorities

(at start of term)
	· To increase knowledge of the impending EU General Data Protection Regulation. (GDPR)
· Finalise and approve a balanced budget for 2018/19, as well as an outline budget for 2019/20 and 2020/21.
· Finalise the asset management plan for 2018/19 & the schedule of works for the Summer holiday period. 
 


The below actions cover the work of the School Business Manager, Office Staff and Facilities Staff.

	Action


	Outcome / Impact

	Completed grant funding application.
	Grant funding application submitted for the 
Catherine Cookson Trust, £10,000 for an Invention Shed. Decision pending. 

	Finalised 18/19 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.

Enables us to consider and plan for the challenges ahead, ensuring we have plans in place to tackle any difficulties. 

	Continued to lead the relevant sections of the Finance, Premises & Staffing committee meetings. 
	Ensures Governors are fully informed and up-to-date in relation to all aspects of finance, premises and staffing.
Governors are able to deliver on their duties. 

The school runs effectively and enables the best teaching, learning & opportunities for the children.  

	Met with and supported another Trust SBM with their school fund recording & reconciliation. 
	Schools Financial Regulations met. 
Account is accurate and can be audited accordingly. 

	Finalised Asset Management Plan & ICT Management Plan for work over the Summer term.
	Identified and agreed the premises work and ICT investment required.
Ensures the school can operate effectively.

Ensure all staff are suitably supported in relation to ICT resources. 

Enables suitable budget planning.
Planned repairs and maintenance prevent higher unpredictable costs in the future.  

	Met with external contractors to ensure the above is delivered. 
	Value for money achieved.

Work completed to the correct specification. 

Quotes provided to the Council so that yard resurfacing is paid for by them. 

	Fire Safety Inspection
	Undertaken by Tyne & Wear Fire & Rescue in April 2018. 
Fully compliant. 

	Recruitment of new Teacher.
Completion of all necessary paperwork.
	Staffing needs of the school for September 2018 are met. 

Relevant safeguarding check completed. 

Individuals added to payroll.

	Paperwork for leavers completed. 
	No overpayments of salary. 

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

	The administering of the September 2018 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.
Technical errors addressed. 

	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).  

	Adding of 2 & 3 years on to SIMS.
	All relevant children present on SIMS. 

Going forward this will make it easier to complete returns to the Local Authority and create report in a more timely & efficient manner.   

	Arranged, with Head, for our Year 3 children to be involved with The Rise Street Naming Project.
	Children to suggest and decide the street names for the second phase of development on the Rise. Part of the ongoing partnership between the school and New Tyne West Development company to integrate the new and more established neighbourhoods into one community.

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

	Attended Critical Incident Training and arranged for delivery to all staff.
	Covers a key area of my responsibilities. 
Staff have received the required training to help them consider potential threats / risks and actions / strategies to cope with them if a situation does arise. 

	Completion of relevant General Data Protection Regulations (GDPR) paperwork. Worked closely with other WEST School Business Managers. 
	Updated Data Protection Policy shared with parents / carers and uploaded to website. 

Updated Pupil Privacy Notice shared with parents / carers and uploaded to website. 

Updated Staff Privacy Notice shared with staff. 

GDPR-compliant consent forms sent to all parents to ensure adequate consent is obtained so option to fully opt out.   

A letter sent to parents / carers re GDPR to inform them how we are compliant. 

Data Sharing Agreements from external third parties obtained.

Information Asset Register completed. 

Third Party Asset Register completed. 

	Internal meetings re GDPR with SLT and Governor. 
	Ensures that we are compliant and that the leadership team have a good understanding and appreciation of the GDPR requirements. 

	GDPR awareness sessions and in-house training delivered by knowledgeable Governor. 
	Covers a key area of my responsibilities. 

Staff have received the required training to make them aware of data protection rules, how to store and dispose of personal data. 

	Visit by Data Protection Officer, from Veritau, scheduled for Thursday 12th July 2018. 
	Externally verified that all required paperwork and procedures are in place in relation to GDPR. 

	Attended a Compliance webinar delivered by Every.  
	Pragmatic and sustainable compliance. 

How to overcome challenges in this area. 

Ensures we have all contracts, policies and documents in place to prove Bridgewater is compliant.

	Undertook the duties of Educational Visits Co-ordinator. 
	Paperwork checked, analysed and processed for 48 visits throughout 2017/18. More still to follow. 
Communication with staff where gaps in information or queries existed. 

Visits suitably covered for legal and insurance purposes. 

	Supported with various aspects of In Harmony.
	Ultimately the project inspires and transforms the lives of children.
Teaches discipline.

Provides opportunities which the children otherwise wouldn’t have access to. 
They develop skills which can be transferred to other subjects and areas of their lives.  

	Admin take minutes for ARC reviews. 
	Enables Teacher to lead the meeting and focus on the discussions, while an independent person concentrates on ensuring all discussions and decisions are correctly recorded. 

	Reader for Key Stage 1 & 2 SATs – practice tests and actual tests.
	Enables the effective administering of the tests.

	Delivered the WEST debating competition for a 6th year. 
	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 intrigue and aspirations. 


Adam Beechey

6th July 2018
