
PE Administrator 
Weekly Timesheet 
Duties / Tasks (staff to tick once completed)

- To monitor attendance to break and lunch time activity and record the numbers.

- To regularly get student voice feedback on break and lunch activities.	
		
- To check emails regularly to assist in setting up outside fixtures with other schools. 

- Organise a Student Volleyball Team. 

- Attend weekly meeting with the PE department to report back findings. 
[bookmark: _GoBack]Timesheet completed
Signed …………………………………..    Line Manager
Date………………………………………
(Weekly payment will now be added to your Maplepoints Account)  


