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Early Years Leader Annual Planner
	This document is designed to support Early Years Leaders with what to do when throughout the academic year. Leaders can download and edit the document to add additional actions relating to their school. 

More detail about any words/phrases written in green can be found in the Early Years Leader Planner for Schools Glossary of Term document. Words/phrases in blue are hyperlinks to website with further information. If you would like to discuss any elements of the planner further, please contact your Early Years Consultant for support.

Please note some actions within the planner may not be carried out by the Early Years Leader, therefore please adapt the planner in accordance with your school’s systems. 



	Ongoing Actions

	The following actions will occur throughout the year:
· Early identification of need: start the Graduated Approach for children who are not on track and not making expected progress. 
· Reviewing action review records as part of the Graduated Approach.
· Request EY Inclusion Support via the School Readiness Passport where appropriate
· Make any necessary applications for additional funding (in consultation with SENCo and following EY Inclusion Support visit): EYSTAR (for all children accessing early years funded entitlement)
· Review and monitor use and impact of additional funding: how is the funding children receive used to directly benefit them (including EYPP, PP and DAF)? What is the impact of any additional funding?
· Complete School Readiness Checker assessments on the Passport when due
· Complete the Progress Check at Age 2 as close to child’s 2nd birthday as possible. If not on track, implement Northumberland’s process for the 2 Year Old Integrated Review alongside Health colleagues and parents/carers.



	Term:
	Term 1

	Month:
	September
	October
	November
	December

	Actions:
	(Pre-September: accept School Readiness Passport transfers and review all transition information for new starters.

Ensure a consistent approach to planning and assessment is agreed across EYs.)

Oversee settling-in procedures, strategies and routines

Ensure statutory Progress Check at Age 2 processes are in place

Review safeguarding procedures with staff

Establish key person groupings

Identify priorities for the coming year and update the Early Years/school development plan

Identify priority children in each cohort (EYPP, PP, FSM, SEND)

Complete baseline Passport School Readiness Checker Assessments and agree actions to support those who are ‘not on track’ to get back ‘on track’. Begin interventions

Set staff CPD plan for the year – linked to previous year data and identified school priorities

Share Early Years Vision and Ethos

Hold welcome meetings for new parents/carers
	Reception Baseline Assessment must be completed by early October

Review effectiveness of environment and provision – use Leuven Scales to observe and monitor wellbeing and involvement

Review baseline assessment info and make any adaptations to curriculum.

Complete annual supervision and appraisals for all EY staff.

Review and agree next steps for children who are ‘not on track’ and for disadvantaged groups

Headcount submission.
	Work scrutiny and learning walks linked to disadvantaged groups/priority children (focus dependent on school priorities)

Progress review for disadvantaged groups and children ‘not on track’. Review impact of interventions and discuss with SENCo

Enhanced transition for new nursery starters with emerging needs – accept Passport transfers

CPD for staff on priority areas

Parent consultations
	Evaluate Autumn term curriculum coverage and complete spring medium term plan (including external visits)

Gather children’s voice on interests and provision offer

Moderation activity with EYFS colleagues, Y1 colleagues and other staff within school where relevant as well as neighbouring schools/trust/alliance/partnership

Review and agree next steps for children who are ‘not on track’ and for disadvantaged groups

Review staff wellbeing and CPD needs

Transition for new nursery starters (including home visits) - accept Passport transfers 

Review impact of additional funding on relevant children (EYPP, PP, DAF)

	Key dates:
	
	
	Formative assessment professional dialogue sessions (linked to EYFSP)
	

	Comments:
	
	
	
	



	Term:
	Term 2

	Month:
	January
	February
	March

	Actions:
	Adapt provision based on assessment information

Set new intervention groups

Baseline assessments for new nursery children

Safeguarding update

Observation of practice (focus depending upon identified priorities)

Headcount submission for funded children



	Work scrutiny and learning walks linked to disadvantaged groups (focus dependent on school priorities)

Progress review for disadvantaged groups and children ‘not on track’

Review and agree next steps for children who are ‘not on track’ and for disadvantaged groups

Audit parental engagement linked to priorities

Enhanced transition for new nursery starters with emerging needs – accept Passport transfers

Attend Local Authority Professional Dialogue events
	Review curriculum for summer term and complete summer medium term plan (including external visits)

Review impact of interventions

Moderation activity with EYFS colleagues, Y1 colleagues and other staff within school where relevant as well as neighbouring schools/trust/alliance/partnership

Transition for new nursery starters (including home visits) - accept Passport transfers

Review impact of additional funding on relevant children (EYPP, PP, DAF)

	Key dates:
	
	Summative assessment focused professional dialogue sessions (linked to EYFSP)
	

	Comments:
	
	
	



	Term:
	Term 3

	Month:
	April
	May
	June
	July

	Actions:
	Audit of continuous provision

CPD focus for staff based on assessment information

Complete full review of outdoor provision including health and safety
	Begin the transition process (for children starting in Y1 as well as transitions within early years

Joint observations with Y1 colleagues to support transition/observations alongside key person in current settings especially for children with SEND

Meet with previous setting key person/manager and request Passport transfer especially for children with SEND

Progress review for priority groups and children ‘not on track’.

Moderate children who are ‘on track’ and ‘not on track’ to school readiness and identify actions to close gaps

Attend Local Authority Professional Dialogue events

Begin end of year parental reports

Headcount submission
	Summative assessment: complete exit point data. 
Complete sense check for EYFS Profile with Headteacher

Submit EYFS Profile for Reception children

Review and agree next steps for children who are ‘not on track’ and for disadvantaged groups

	Accept School Readiness Passport transfers and read transition information for all new children

Review Passport transfer info if not already done for all other children

Review action plan/development plans consider actions for the year ahead

Appraisal reviews

Review impact of additional funding on relevant children (EYPP, PP, DAF)

Annual EYFS report for SLT/governors

Evaluate curriculum impact and learning environments

Review induction and welcome materials for new intake

Update any policies for following year as required

	Keys dates:
	Transition events
	Transition events

EYFSP Professional Dialogue Events
	EYFSP Submission Deadline 30th June
	

	Comments:
	
	
	
	



	
	[image: ]
	



image.png
Northumberland

County Council




image2.png
tx» Early Years




