The Maynard School
Tasks and Actions Flow Chart-Organising Events/Trips 
	EVENTS AND TRIPS
Events and trips that affect spaces, curriculum and clubs should be prepared well in advance at least half a term ahead. All relevant staff will need to be informed.

	PR 
Calender
	CL Clubs
ALW SOCS
	RF/LH 
Juniors
	TH House
	RTA 
Rooms
	DL
Exams
	AB/JB
Mu/Dra



	INITIAL DISCUSSION
· Discuss event/trip with line manager half term ahead and consider the benefits and impact whole-school.
· Look at the staff calendar for 2 to 3 options- look at the whole term not just the day in order to avoid pressure points for staff and students
· Look at room bookings e.g. big spaces
· Look at club timetable to see if clubs can be re-roomed. Take into account that outside coaches/Peris are paid to run clubs so there may be a financial impact. Also take into account if the event affects pupils who may already be committed to a paid activity – speak to club leader to see if this can be resolved. 
NB. it will not always be possible to accommodate PT hours-PT teachers may have to change their working day.




		
	EVENT AFFECTING  CURRICULUM LESSONS
If students are required to come out of other subjects, discuss impact with PR/HOD. If large spaces are to be used check impact with ALW/AB/JB/LH/DL.



	EVENT AFFECTING EXTRA-CURRICULUM
If clubs are to be affected, check club timetable, room bookings and discuss with CL/LH/ALW/AB/DL and club leader to see if a solution can be found.



						
ALL PARTIES AGREE 
Complete OV1 on quick links with start, end times and rooms


EVENT IS NOT POSSIBLE 
Look for an alternative date /time
Ask SLT line manager to take to SLT

EVENT IS NOT POSSIBLE 
Look for an alternative date/time
Ask SLT line manager to take to SLT

RTA-adds to staff calender and completes room changes
Event leader- organises letter, catering, seating, car parking, lets students know, emails list of students to All staff a week before/mentions in briefing. 
If visitors involve see ZC regarding checks let office know 






