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LOG BOOK

This log provides a mechanism for tracking the programme in school. It can be maintained by hand or in electronic format.

1. by an individual teacher, as a focus for professional reflection
2. by a group of teachers, as a means of recording decisions and tracking progress
3. as a form of evidence for individual or groups of teachers who are proposing the project as a CPD activity
4. by a senior manager in school or local authority, as a way of monitoring activities for which support is being provided
	School:


	

	Log maintained by:

Remit:


	

	For which of the purposes listed on the cover is the log being maintained?


	 


Copies of this Log will be required on (date):

by:

INITIAL PLANNING

Things to think about

	Who will be taking part in the project? (Names and remits, including SfL)



	If working as a group:

· Who will lead the project?

· Who will be the main contact with consultants?



	Who will be your target class/group/individual, and why?



	What would you like to achieve with your target group? In other words, what are the aims of the project as far as you are concerned?




INITIAL PLANNING (continued)
	If SfL staff are to be involved in your project, what is the nature of their involvement?

	Does the project, as you envisage it in your school, tie in with your Departmental Improvement Plans? If so, in what way?



	Are there areas of national policy that you hope to develop in the course of the project? If so, please give details.



	Add any further details that need to be recorded:


PRACTICALITIES
	When will you meet together, and how often?



	Is Senior Management aware of the project?

Who, if anyone, will be monitoring the project? (Name and remit)

Will you receive any support? If so, what form will that support take?



	How much of the project do you plan to cover by December?



	Note of any questions of problems for discussion with consultants




NOTES

ACTIVITY LOG

Use the log for recording notes of meetings, observations, implementation or evaluation of developments, etc. Add further sheets as required

	Date:
Time:
Participants:


	Nature of activity:


	Record:


	Recorded by:
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