COORDINATOR’S SCHOOL YEAR LIST

(
	
	1
	Prepare a full team list of your instructors and helpers for grades 1-6

*Name, address, home phone, mobile, email address, blue card number/expiry date, Church attending and grade preferred. 

	
	2
	Get your coordinator’s Form (1) prepared and signed by your pastor, as co Ordinator for the Principal/Deputy talk.  Arrange this before school starts, so you can discuss all aspects of the new year for RI.

	
	3
	Prepare “Welcome Parent letter” for the school’s Principal/Deputy, plus a prepared “Newsletter for parents” to be placed in their school newsletter for term one. Get a timetable for your team and the permission to attend their “Parent/Teacher night”, take along a RI instructor if possible.  The full kit to take to these nights can be obtained from the office.  Remember to take a bible, maybe some Jesus loves you balloons.

	
	4
	Obtain a school calendar, map and evacuation details, sign in area and a RI pigeon hole set aside for instructors etc. Also find out the nominated Finance person for handling payment for book orders etc.

	
	5
	From full team list, prepare all forms needed for each Pastor plus letter and send through the email for signature, or post them with self addressed and stamped envelope. *These are needed for commencing lessons at the school, so follow each one up before R I starts at the school.

	
	6
	Prepare a TEAM MEETING term 1 agenda sheet for your first team meeting.  Enough copies for all attending the R I at the school.

	
	7
	Attend and be well prepared for the Parent/Teacher night (take one or two instructors to help you) get a list of what to take.

	
	8
	Arrange a TEAM meeting at the beginning of each term.

   * Review and discuss each term, ideas and responsibilities

   * Complete the “Compliance questionnaire” or give for completion before commencing term 1 follow this up with all instructors

  *Give instructor’s manual etc., school map and other relevant details.

  * Obtain photo copies of each Blue card and driver’s licence of team

	
	9
	Obtain the most important “TIMETABLE” from the school for your instructors……copy this for each of the instructors and helpers.

	
	10
	Commence school year with prayer, student books (if possible), timetable, paperwork needed and photo copy arrangements.


DISTRIBUTION of books if Coordinator is responsible. 
	
	1
	Take Stanley knife to open boxes plus black texter.

	
	2
	FIRST count the books from each box. Check it is correct with the order.

	
	3
	Have with you the class lists with grade level and name of teacher. It should give you those participating in RI and total number of students in the class.

	
	4
	Make a list of numbers for each class teacher 

	
	5
	Sort into each class teacher’s pigeon hole crossing off with the black texter as you complete.

	
	6
	Double check all pigeon holes (except prep) have booklets in.

	
	7
	Allow a full set of books for the school for parents to look at if wanted.

	
	8
	Any books over take home or mark with the texter for the school to keep in a box for future needs.


