	
	annual  quality  assurance  calendar



	TERM  1    AUGUST  TO  OCTOBER


	LINK TO QI2.3 QUADRANT
	HEAD TEACHER/SENIOR LEADERSHIP TEAM
	TEACHING AND ELCC STAFF
	PROGRESS

	
	· Review class lists and school roll  
	· Check class lists
	

	
	· Share staffing information and discuss, as appropriate.  
	· Visiting specialist timetables – check for any issues
	

	LE
	· Establish Pupil Leadership groups, i.e. Junior Leadership Team, Pupil Council, Rights Respecting Schools group
	· Assist with election process
	

	
	· Child protection data/training
	· Ensure you are familiar with policies and updates
	

	PTM
	· Monitor attendance 
	· Register returned to office by 9.30am each morning – detailing absences and lates

· Notify HT if any issues with attendance
	

	LE
	· Review behaviour management procedures and share with all stakeholders
	· Provide feedback on behaviour management procedures
· Notify HT if any issues with behaviour
	

	PTM
	· Review assessment, planning and tracking and monitoring procedures
	· Ensure you are familiar with procedures and ask for clarification/further advice, where appropriate
	

	
	· Review procedures for reporting to parents
	· Contribute to creation of reporting calendar
	

	
	· Update school policies and procedures
	· Contribute to and ensure you are familiar with all policies and procedures
	

	PTM
	· Analyse Attainment data from baseline assessments
	· Carry out baseline assessments and update attainment and tracking information
	

	A
	PTM

	· Meet with CTs to review the identification of pupils for targeted support and challenge and their planned interventions for these pupils
	· Use tracking and assessment data to identify pupils for targeted support and challenge and plan interventions to provide support and challenge for those identified
	

	PTM
	· Create SIP and share with all stakeholders
	· Assist in creation of, and provide feedback on, SIP
	

	PTM
	· Complete SQUIP
	· Assist in process and provide feedback
	

	
	· Complete School Handbook
	· Assist in process and provide feedback
	

	PTM
	· Monitor attendance 
	· Register returned to office by 9.30am each morning – detailing absences and lates

· Notify HT if any issues with attendance
	

	LE
	· Monitor behaviour
	· Notify HT if any issues with behaviour
	

	A
	· Participate in cluster moderation meetings
	· Attend cluster moderation meetings and bring materials to moderate, as appropriate
	

	LE
	QT
	A
	· Monitor Teaching and Learning – Learning Walk - linked to SIP
	· Consider how HT/SLT will work during classroom visit (e.g. with groups etc.)
	

	LE
	QT
	A
	· Meet with CTs to discuss Learning Walk feedback 
	· Discuss Learning Walk feedback with HT

· Implement agreed next steps
	

	LE
	QT
	A
	· Sample pupils’ views and conduct necessary follow-up
	· Assist with process
	

	QT
	· Check-in PRDS/Professional Update/EARS/CLPL
	· Ensure CLPL record is kept up to date
· Seek training opportunities in line with own development needs and SIP priorities
	

	QT
	A
	PTM
	· Review IEPs
	· Ensure IEPs are in place, as necessary
	

	QT
	A
	PTM
	· Monitor ASL provision – review daily programmes and SFL input
	· Consult with PSAs and SFL teacher re. planning and implementing interventions
	

	A
	PTM
	· Review assessment, planning and tracking and monitoring procedures
	· Provide feedback on formats/procedures

· Ask for clarification/further advice, where appropriate

· Ensure agreed formats are used
	

	
	· Health and safety checks
	· Report any faulty equipment/fittings etc
	

	QT
	A
	· Monitor pupils’ jotters and classwork
	· Ensure standards and expectations are maintained

· Discuss standards of work regularly with pupils

· Ensure evidence of progress is detailed in jotters/classwork
	

	
	· Sample staff views and conduct necessary follow-up
	· Provide viewpoint on a range of topics
	

	
	· Report achievements and progress to parent forum (Good News)
	· Notify HT/SLT of any relevant information
	


	TERM   2       OCTOBER  TO  DECEMBER

	LINK TO QI2.3 QUADRANT
	HEAD TEACHER/SENIOR LEADERSHIP TEAM
	TEACHING AND ELCC STAFF
	PROGRESS

	PTM
	· Monitor attendance 


	· Register returned to office by 9.30am each morning – detailing absences and lates

· Notify HT if any issues with attendance
	

	LE
	· Monitor behaviour
	· Notify HT if any issues with behaviour
	

	
	· Parent/Carer Interviews
	· Prepare for reporting to parents/carers
	

	PTM
	· Review updated tracking information
	· Update individual pupil trackers
	

	A
	PTM
	· Meet with CTs to review the identification of pupils for targeted support and challenge and their planned interventions for these pupils
	· Use tracking and assessment data to identify pupils for targeted support and challenge and plan interventions to provide support and challenge for those identified
	

	
	· Sample pupils’ views and conduct necessary follow-up
	· Assist with process
	

	
	· Review progress of SIP
	· Assist with process
	

	LE
	QT
	A
	· Review peer feedback from classroom observations
	· Arrange peer classroom observations – linked to SIP priorities
· Feedback to peer and discuss feedback with HT/SLT
	

	
	· Report school improvement progress to Parent Council
	· Staff representative to attend meetings
	

	A
	· Participate in cluster moderation meeting
	· Attend cluster moderation meeting and bring materials to moderate, as appropriate
	

	PTM
	· Monitor attendance 
	· Register returned to office by 9.30am each morning – detailing absences and lates

· Notify HT if any issues with attendance
	

	LE
	· Monitor behaviour
	· Notify HT if any issues with behaviour
	

	QT
	A
	PTM
	· Monitor ASL provision – review daily programmes and SFL input
	· Consult with PSAs and SFL teacher re. planning and implementing interventions
	

	
	· Sample staff views and conduct necessary follow-up
	· Provide viewpoint on a range of topics
	

	QT
	A
	PTM
	· Review chronologies
	· Record information in chronologies and review regularly
· Report any concerns to HT
	

	A
	PTM
	· Sampling of pupil profiles
	· Ensure profiling is ongoing and pupils have ownership over these

· Ensure parental involvement in profiling
	


	TERM  3              JANUARY  TO  MARCH

	LINK TO QI2.3 QUADRANT
	HEAD TEACHER/SENIOR LEADERSHIP TEAM
	TEACHING AND ELCC STAFF
	PROGRESS

	PTM
	· Monitor attendance 
	· Register returned to office by 9.30am each morning – detailing absences and lates

· Notify HT if any issues with attendance
	

	LE
	· Monitor behaviour
	· Notify HT if any issues with behaviour
	

	QT
	A
	PTM
	· Monitor Teachers’ planning 
	· Complete weekly and termly plans, using agreed formats
· Complete reflective evaluations and modify planning according to identified next steps/assessment results/pupil feedback and contributions
	

	PTM
	· Review assessment, planning and tracking and monitoring procedures
	· Provide feedback on formats/procedures

· Ask for clarification/further advice, where appropriate

· Ensure agreed formats are used
	

	QT
	· PRDS/Professional Update/EARS/CLPL
	· Ensure CLPL record is kept up to date

· Seek training opportunities in line with own development needs and SIP priorities
	

	
	· Report achievements and progress to parent forum (Good News)
	· Notify HT/SLT of any relevant information
	

	
	· P1 new entrants’ enrolment process begins
	
	

	
	· Health and safety checks
	· Report any faulty equipment/fittings etc
	

	QT
	A
	· Monitor pupils’ jotters and classwork
	· Ensure standards and expectations are maintained

· Discuss standards of work regularly with pupils

· Ensure evidence of progress is detailed in jotters/classwork
	

	
	· Undertake broad curricular audit
	· Participate in audit
	

	
	· Sample parents’/carers’ views and conduct necessary follow-up
	· Assist with process
	

	
	· Health and safety checks
	· Report any faulty equipment/fittings etc
	

	
	· Report school improvement progress to Parent Council
	· Staff representative to attend meetings
	

	QT
	A
	PTM
	· Review chronologies
	· Record information in chronologies and review regularly

· Report any concerns to HT
	

	A
	· Participate in cluster moderation meeting
	· Attend cluster moderation meeting and bring materials to moderate, as appropriate
	

	QT
	· Professional Update signoffs
	· Keep professional learning record up to date
· Inform HT of PU signoff date
	

	PTM
	· Review updated tracking information
	· Update individual pupil trackers
	

	QT
	A
	PTM
	· Meet with CTs to review the identification of pupils for targeted support and challenge and their planned interventions for these pupils
	· Use tracking and assessment data to identify pupils for targeted support and challenge and plan interventions to provide support and challenge for those identified
	

	QT
	A
	PTM
	· Review IEPs
	· Review pupil progress and update IEP, as necessary
	

	QT
	A
	PTM
	· Monitor ASL provision – review daily programmes and SFL input
	· Consult with PSAs and SFL teacher re. planning and implementing interventions
	

	LE
	QT
	A
	· Monitor Teaching and Learning – Learning Walk - linked to SIP
	· Consider how HT/SLT will work during classroom visit (e.g. with groups etc.)
	

	
	· Sample pupils’ views and conduct necessary follow-up
	· Assist with process
	


	TERM  4                 APRIL  TO  JUNE/JULY

	LINK TO QI2.3 QUADRANT
	HEAD TEACHER/SENIOR LEADERSHIP TEAM
	TEACHING AND ELCC STAFF
	PROGRESS

	QT
	A
	· Monitor pupils’ jotters and classwork
	· Ensure standards and expectations are maintained

· Discuss standards of work regularly with pupils

· Ensure evidence of progress is detailed in jotters/classwork
	

	PTM
	· Review feedback by peers on planning 
	· Arrange peer monitoring of planning
· Provide feedback to peer(s) on their planning

· Discuss peer feedback with HT/SLT
	

	
	· Review progress of SIP
	· Assist with process
	

	
	· Review annual pupil progress reports
	· Write pupil progress reports
	

	QT
	A
	PTM
	· Review chronologies
	· Record information in chronologies and review regularly

· Report any concerns to HT
	

	
	· Health and safety checks
	· Report any faulty equipment/fittings etc
	

	A
	PTM
	· Sampling of pupil profiles
	· Ensure profiling is ongoing and pupils have ownership over these

· Ensure parental involvement in profiling
	

	A
	· Participate in cluster moderation meeting
	· Attend cluster moderation meeting and bring materials to moderate, as appropriate
	

	
	· Report achievements and progress to parent forum (Good News)
	· Notify HT/SLT of any relevant information
	

	PTM
	· Monitor attendance 
	· Register returned to office by 9.30am each morning – detailing absences and lates

· Notify HT if any issues with attendance
	

	LE
	· Monitor behaviour
	· Notify HT if any issues with behaviour
	

	
	· Issue pupil progress reports
	· Ensure children are aware of report content and have opportunity to add their views 
	

	
	· Parent/carer interviews
	· Prepare for reporting to parents/carers
	

	QT
	A
	PTM
	· Review IEPs
	· Review pupil progress and update IEP, as necessary
	

	QT
	A
	PTM
	· Monitor ASL provision – review daily programmes and SFL input
	· Consult with PSAs and SFL teacher re. planning and implementing interventions
	

	
	· Report school improvement progress to Parent Council
	· Staff representative to attend meetings
	

	A
	PTM
	· Review assessment, planning and tracking and monitoring procedures
	· Provide feedback on formats/procedures

· Ask for clarification/further advice, where appropriate

· Ensure agreed formats are used
	

	QT
	· PRDS/Professional Update/EARS/CLPL
	· Ensure CLPL record is kept up to date

· Seek training opportunities in line with own development needs and SIP priorities
	

	PTM
	· Review updated tracking information and ACEL data
	· Update individual pupil trackers
· Evidence teacher judgements
	

	QT
	A
	PTM
	· Meet with CTs to review the identification of pupils for targeted support and challenge and their planned interventions for these pupils
	· Use tracking and assessment data to identify pupils for targeted support and challenge and plan interventions to provide support and challenge for those identified
	

	
	· New ELCC and new P1 parent/carer induction
	· ELCC lead practitioner and P1 teacher to assist with planning
	

	
	· Review our curriculum (programmes, topics etc.)
	· Review curricular programmes

· Share any issues/concerns and provide feedback
	

	
	· Sample staff views and conduct necessary follow-up
	· Provide viewpoint on a range of topics
	

	
	· Sample pupils’ views and conduct necessary follow-up
	· Assist with process
	

	
	· Sample parents’/carers’ views and conduct necessary follow-up
	· Assist with process
	

	
	· P7 visits to Academy
	· Support transition planning/complete paperwork
	

	
	· ELCC and P1 new entrants’ visits
	· Support transition planning/complete paperwork
	

	
	· Plan next session’s staffing complement – inform staff/parents/carers
	· Complete preference slips – sharing strengths and interests to assist HT in planning staffing
	

	
	· Working Time Agreement to be completed
	· Work collegiately on agreement
	


