Possible Contents for a Science Coordinator’s File
School Data

· SIP/Action Plans 

· Policy 
· Finances/Budget 
· Governors Reports 
· Health and Safety

Planning      (May need a separate folder for keeping examples of plans)
· Resource Inventory
· Curriculum Overview 
· Examples of year group’s medium term/short term plans (annotated)

Assessment    (May need a separate folder for keeping examples of plans)
· Current (and past) QCA/Attainment Assessment sheets from each class

· Current (and past) Sc1 Assessment data

· SATs Results

· SATs Analysis

· Pupil Assessment Tracking data (e.g. PAT)

Monitoring and Evaluation 
· Medium term/short term plans

· Lesson observations
· Book Look

Professional Information

· Job description

· National Standards for Subject Leaders

· Professional Development

· Non contact diary

· INSET delivered

· School Agreement Forms/Newsletters/Information from Consultant Support

Miscellaneous
· Master copies of planning proformas, post it planners, etc.
· Old SATs papers

· Information/Websites

