Tips on Organising your Records
Decide on a colour for each year group, e.g. red for Y1, blue for Y2 etc.

Have a card envelope file for each child.  Inside each envelope stick a sheet of paper on which you note the date and what information you have added, e.g. 20/9/06 phone call from Mum re homework.
Sort each of the envelopes alphabetically within colour group.  

At front of cupboard drawer stick on a key for the year groups.

At the end of the year you just paper clip all information from the file and move it to a new one of the next year’s colour.

You should also to keep a record of progression in terms of assessments and movement through levels, as well as any behaviour targets which have been worked on.

A day book can also be useful to record what you have done and/or discussed that day with each pupil.

Ring binders for each child can also be a useful way of keeping records.  Divide binder into five or so sections; 1 for IEPs, 2 – reports.  3 – assessments   4- correspondence and 5 – notes.

