EY-1 
RE:  END OF YEAR ADVISOR'S/DEPARTMENT HEADS/ COACH'S REPORT

This report is an annual requirement.  It is suggested that you prepare a filing system for September, which will help you collect information for June 2011 report.

 YOU ARE REQUESTED TO COMPLETE AN END-OF-YEAR REPORT CONCERNING ___________________
 Address report to:  Mr. Kulig’s Office
                               DUE:  June 9, 2012
                               FROM:  ________________________________________________

                               Copies: 3  - (l for your file, l for Superintendent and l for Principal)

This report does not take the place of the June "Teacher's Yearly Report" All staff members are still required to complete that report.

(Review your report prior to preparing final draft – for  readability, etc.,)

l.   Address the report to Mrs. D’Amico, Principal.

2.  Report should be titled as:   ex: COACH'S REPORT or ADVISOR’S REPORT
3.  The report should be typed and sent electronically to the principal (Hard copy to Mr. Kulig)

a.  l copy to the Principal


b. 1 copy to Mr. Kulig

  
c.  l copy to the Superintendent
4.  Make one copy for your files.

5.  Should be structured as a "report" style rather than writing a "story".

6.  Some ideas for preparing this report are:


a.  Give each 'sub-area a title.


b.  Make up one sheet of paper for each sub-title.


c.  Set up pages in a sequential order...

7.  Items that should be covered in the report are:


a.  Accomplishments of staff or department


b.  Plans for curriculum revision, suggestions for curriculum revision


c.  Equipment concerns, room concerns, storage concerns


d.  Some major goals for next year


e.  Personal courses taken, accomplishments, etc.


f.  Student honors


g. Service to or cooperation with other departments i.e.; programs, student fair, etc.)

8.  Report should be identified as being submitted by you.

The length and content of each report will vary according to the activity  
1.  Review items 1-6 listed under "Departmental Report" above.
2.  Those six suggestions apply to your areas as well.
3.  Items that can be covered in your report are: Description of the activity or area, your role as it relates to the activity or area, number of students and other staff involved, student officers, if any; amount in treasury, if any; attach a copy of the constitution, if any; high-lights and accomplishments this year, list major goals, service to or cooperation with other groups.

