317-672-9200

Pride Academy North Pride Academy West 1
5711 Michigan Road 5615 W. 22nd Street
Indianapolis, IN 46228 Indianapolis, IN 46224
317-247-1553

Pride Academy West 2
5570 Crawfordsville Road
Indianapolis, IN 46224
317-247-1553

Director Weekly Task List

WEEKLY TASKS

Purchase food, snacks for the following week

Prepare menu for the next week/month

Purchase milk, juice, baby food for the
following week

Check the date and condition of food in the
fridge (dated)

Purchase/check in on chemicals, and all other
cleaning supply/PPE

Purchase/check in on paper goods, toilet
paper, paper towels, and kitchen supply if
needed

Purchase/check in on supplies for the art area

Check the school premise/outside area for any
signs of danger/hazard items every morning

Check the dates on any medication for
students in need.

Ensure allergy forms/epi pen/ and other
medical forms for students are up to date

Check the first aid kit to ensure they are
prepared with all required items
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e Conduct a weekly emergency drill (] L] L] L] [
e Prepare sign in and out sheets for the ] ] ] 0 0

following week
e Charge late fees from the following week L] L] L] [] []
e Update/pull tuition L] L] L] L] L]
e Create invoices for tuition L] ] ] [] []

Create the following weeks events
* & 0 0 0 0 0

calendar/month

e Prepare for any upcoming school events L] L] L] ] ]

e Prepare/ensure enrichments and field trips
are planned for the following L] L] L] ] ]
week/upcoming month

e Conduct once class a week observation ] ] L] ] ]

e Conduct evaluations of one teacher each

week
e Review lesson plans for the following week L] L] L] ] ]
e Purchase any supplies needed for the ] ] ] = =
following weeks lesson plans
e Review student files that are not complete L] L] L] ] ]
e Review teacher files that are not complete L] L] L] [] []
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WEEK WEEK WEEK WEEK

WEEKLY TASKS

2 K] 4 5
e Communicate with the families on the waitlist L] L] L] [ [
. Egsgrﬁgpéetgﬁ:g tour packets and prepare for [ n n n n
e Weekly Newsletter L] L] L] [ [
e Submit accurate payroll, tuition, and written [ [ [ ] ]
records
e Conduct tuition (if done weekly) L] L] L] L]
e Provide _Parents/Guardians with_ receipts of all n n n [ ]
transactions & keep a copy on file.
. L] L] L] [] []
. L] L] L] [] []
. L] L] L] [] []
. L] L] L] [] []
. L] L] L] [] []
. L] L] L] [ [
. L] L] L] [] []
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