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School Terms and Holidays

Staff Duties Rota
Days Duties

Term Start End

School Events
Date Event
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Staff & Departmental Meetings
Date Time Meeting Main Focus
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External Examination Dates

Staff Members

Date Subject Level Start time Duration Location

Name Department/Year Email Address Tel Ext.

PRO
O

FFFFF
O

F
O

F
O

F
O

F
O

O
O

OO
OO

F
O

O
ROORORORORO

PRPRPRPPPPRORORO
PR

t/YeaY r Em



Courses, Conferences and Training

Websites

Date Description

Web Address Subject Area
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Class List
Name Age Comments
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Parents’ Evening
Date:

General Comments:

Time Student Name Tutor Group Focus of Discussion

Teaching/Year Group:
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Class/Room Timetables

Monday
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Day Morning Afternoon After School

Monday

Tuesday

Thursday

Friday

Wednesday

Day Morning Afternoon After School

PRO
O

F
O

F
O

F
O

O
F

O
O

dayay RORO
PRO
PRPP

OOORPR



Class/Room Timetables

Monday

Tuesday

Thursday

Friday

Wednesday

Day Morning Afternoon After School

Monday

Tuesday

Thursday

Friday

Wednesday

Day Morning Afternoon After School

PRO
O

F
O

F
O

F
O

O
F

O
O

RORO
PRO
PRPPRORORO
PR



Diary Section

PRO
O

F
O

O
O

ODiarDiar



12 Monday

13 Tuesday

14 Wednesday

August 2024

PRO
O

F

dnesdaynesday

FFFFF
O

F
O

F
O

O
O

O
O

O
O

ORORORORPRPRPRPPP

O
F

PR
Contains

50
Planning Pages



15 Thursday

16 Friday

17 Saturday

18 Sunday

August 2024

Activities and Reminders

PRO
O

FFFFFF
O

F
O

F
O

O
O

O
O

O
O

ORORORORPRPRPRPP

O
F

PRPSaattuurrdayda

Contains
50

Planning Pages



Notes

PRO
O

FFFFF
O

F
O

F
O

F
O

F
O

O
O

O
O

O
O

O
O

ORORORORPRPRPRPPPP



Pupils’ Records
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Marks Section
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Notes/Things to Do
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Future Projects
Form Subject
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