Head Teacher/Site Supervisor End of Month Checklist

Head Teacher/Site Supervisor: Center:

Area Manager: Team #:

Head Teachers/Site Supervisors must complete this checklist at the end of each month. Initial as each form is completed.
There will be one checklist maintained for each program year. It will be saved in the M Drive = Center Name = EOM
Reporting = Current Program Year. Be sure to save your work each month on this same form. Email your Area Manager
when complete. For more information, refer to SOP 5.9.3 HT/SS End of Month Reporting.

FO rm Aug Sept Oct Nov Dec Jan Feb Mar Apr May | June July

Child Supervision Monitoring
Checklist
Scan to Child Supervision

Center Mileage Forms &
Current Insurance
Send hard copies to AM

Site Meeting Content
(agenda & minutes)

Safety Checklist
Scan to HR

Quarterly Safety Training

Parent Boards are Updated

Parent Calendar/Newsletter
Email for AM to review by 25" of month
for pre-approval (not required)

Field Trip Planning Form
Needs pre-approval by AM

Review FW EOM Reports
(to-do lists, dashboards, & reports
listed on Monthly Summary Report)

Review Cook’s
Temperature Logs

Check-In with Staff going through
Foundations of the Teaching
Pyramid

Ensure Children’s POA’s are being
followed (visuals, materials, &
strategies)

Lesson plans have been approved,
initialed by supervisor, and
implemented

Complete Teaching Pyramid
Snapshot

COACH
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