Possible contents for a 

Mathematics Co-ordinator File

Section 1
A copy of the policy document

This should include the previous policy as well as current one to show development.

Section 2
A copy of the School Development Plan


This should have the elements, which are relevant to Numeracy.  These can be highlighted and then annotated as things are completed.

Section 3
A Numeracy Action Plan


This section should also include the most current audit of mathematics within the school.  This is the section where the co-ordinator should include an action plan of what they intend to do.   This should then be annotated.

Section 4
Resources


Include here any budget information.  In addition to this there should be a list of current resources, resources purchased and deployed as well as a ‘wish list’ for future purchasing needs.

Section 5
Training


Include here information about INSET training, staff meetings and off-site training carried out by all staff including teaching assistants.

Section 6
Monitoring


This may include details of any monitoring which has been carried out in this area.  For example, it may include information on planning, test results and analysis, work sampling, observation notes.

Section 7
Current Planning Documents


This is often kept in an additional folder, due to the size of the documents.  This again should be collated and looked at regularly by the co-ordinator.

Section 8
Parental Links


Include here any parental involvement e.g leaflets, open days etc.

