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Hi there! I'm Jodie and I'm so excited to share this resource with
you - thanks for being part of our empowered ed community!

I have over 30 years hands on experience in the early childhood
profession and I've already supported and mentored
thousands of educators with their work through my popular
website The Empowered Educator, The Learning Network
Professional Development Hub, practical planning strategies,
activity ideas, factsheets, e-guides, online training, Facebook
Community, webinars and e-books.

Meet Your Professional
Development Mentor...

WELCOME!

I've worked in many different roles across the family services and
early childhood professions including Case Manager, Project
Officer, FDC Coordinator and educator, Occasional Care, Outside
School Hours Care, Family Support Manager, IHC Coordinator,
Room Leader, Director, Assistant in centre based care and
training facilitator to name just a few so it's likely I have already
walked in similar shoes to your own.

I know what is helpful to educators (and what isn't!)
because I'm one too... 

... and now I get to share that with you..so let's get you started
on your journey toward becoming an empowered & confident
educator by using this resource...



How can you use this checklist?

This organisation tool might seem like extra work but trust me when I tell
you that it is going to help you start a new year feeling a whole lot more
relaxed and enthusiastic about work!

I know right now you just want to make it through to the end of the year
and don't want to add to your stress but here's the thing....I've been
modifying and using these end of year checklists and to do lists in my own
work roles across early childhood, community services and project
management sectors for many years and guess what?  

The years I didn't take the time to check off some boxes and do a little prep
at the end of the year because I was too tired, too grumpy, too ready to
just leave and relax are ironically the years I spent thinking about work and
what I didn't get done or needed to do all holidays instead. I couldn't switch
off because I didn't feel organised or able to let go of what 'should' have
been done!  You really don’t need that. The summer break is YOUR time to
switch off entirely from work - to rest, relax, recharge and spend with family
and friends. This will help you to do that. Trust me!

So let's make it happen! Read through the checklists and use a highlighter
pen to mark the tasks that apply to you and your current role or type of
service. Check off boxes as you go then work on ticking more off before the
year ends. You don't need to try and tick off everything though - choose
your tasks first!

I suggest starting with the first page and working through the others in the
order that suits you best. I've added some links to other videos and
Empowered Ed resources for more personalised help if you want it. If you
want to share your progress or ask a question about the end of year
checklist click over to our Empowered Ed Facebook Community and share
a post with us!

Educator End of Year Checklist

I hope you find this organisation resource helpful. You got this!

https://www.facebook.com/groups/598641586975986/


Checklist

Organise end of year parties/graduations/family events.

School Transition Statements completed (if applicable to
you).

Complete child portfolios or learning journals and hand
out to take home ( if applicable to you).

Print photos for families or own records. Alternatively store
on USB device or sort into labelled folders on your
computer.

Make gifts with the children for family/friends/community.

Send out final notes & newsletters to families - be clear
about closing and re-opening times and booking spaces
for new year.

Take displays down, recycle or file paper as needed, hand
out to children to take home.

 END OF THE YEAR
THE

ESSENTIALS
Those tasks that you usually 
can't ignore!

 THE ESSENTIALS



CLEAN 

SORT
It's boring, but will save you 
time next year!

CLEAN & SORT

&

Wash and sanitise all small toys and materials. Dry in sun.

Sort the clean toys and store in labelled
boxes/baskets/tubs.

Rearrange furniture or room for next year (if not being
used over holiday period).

Take an inventory of toys, equipment and other essential
resources.  Check for repairs required or safety issues.

Cull & declutter - decide whether to recycle, upcycle,
repair, reuse or trash toys and equipment. Be firm with
yourself!

Water plants/gardens - take home if applicable.
Organise care of any pets/critters over holiday period.

Remove blu-tack/tape/pins and wash walls. Wipe over
all larger furniture and equipment. Wash windows.

Checklist
 END OF THE YEAR



FINALISE 

FILE
You will feel so good 
when this is done!

FINALISE & FILE

&

Add all observations not already sorted into children's files.

Set up filing cabinet for next year and print copies of
frequently used forms so you are ready to go. Use the
Empowered Ed File & Folder pack here to make it easy!

Sort, categorise and store any learning resources you
have made. Repair or update if required.

Collate all programs & plans from the year and either file
in a hard copy folder or specific folder on your computer.
They are now ready to reuse, modify and inspire you next
year!

Create folders on your computer or device and add
photos from this year you want to keep for future
record/reflection.

Put together a folder that shows your planning cycle simply
and visually. The forms/templates/apps you use most -
now they are ready to use, modify or copy for next year! 

Add to or set up new files and folders (hard copy or
computer) to create your paperwork system. Watch this
video online for help!

Checklist
 END OF THE YEAR

https://www.theempowerededucatoronline.com/product/folder-binder-organisation-for-fdc-educators/
https://www.theempowerededucatoronline.com/product/folder-organisation-printables-for-educators/
https://www.theempowerededucatoronline.com/2018/10/organising-planning-folders-files.html/


MAKE IT FUN!

 They love being involved with simple
tasks!

 HELP FROM THE CHILDREN

TOGETHER

Have fun cleaning those outdoor trikes & bikes with a car
wash! Sponges and soapy water is all you need.

Set up a doll bathing station to wash not only the dolls but
also the blankets and clothes. Peg onto a rope line to dry.

Get the squeegies out or some sponges, add a bucket of
soapy water and wash those windows and perspex
easels.

Fill up the water trough, pass out the watering cans and
give all of the plants a good drink before holidays.

Bring the chairs and some scrubbing brushes outside and
work together to make them shine again!

Fill the large water tray (or a few small) and encourage
children to find all of the lego and blocks - dump into the
soapy water, wash with brushes then lay out on a mat in
the sun to dry.

Show the children how to collect the scrap paper and old
craft from around the room then add to the recycle bin.

WORKING
Checklist

 END OF THE YEAR



Decide whether to keep to current programming 
system or try something new. Modify if needed then 
add to folder.

Update your marketing and promotion materials, 
review your new enrolment welcome & interview process
(if applicable).

Look through the files and folders you have already 
set up and make copies of the hard copy forms you use
the most.

Use Member Hub monthly planners or your old
programs from beginning of this year to write out your
plan for the first 3-4 weeks of the new year. Keep it
simple and fun with the aim of settling in children and
getting to know each other.

Update or create family information guides or packs ready
to go in the new year (If applicable to your role).

PLAN

You will thank me for this the first 
day back!

PLAN & PREPARE TO SAVE TIME

PREPARE

Buy a new organiser or diary and keep it handy to 
brain dump ideas and add to a 'to do but not now' list 
for next year.

&

Draw or type up a simple table and add names of
confirmed enrolments for next year (If applicable to 
your role).

Checklist
 END OF THE YEAR

https://www.theempowerededucatoronline.com/product/folder-binder-organisation-for-fdc-educators/
https://www.theempowerededucatoronline.com/member-hub-wait-list/
https://www.theempowerededucatoronline.com/product/family-daycare-organiser-and-planner/


Write down 3 ways you amazed yourself this year. 

Write down 1 thing you would like to change next year.

Connect with fellow educators, debrief, share a laugh about

the year - the good and ugly! Let it go....Let it go...

Look back at the photos of the little faces you made smile

and know that you have made a difference this year.

Throw some sharks in the rubbish bin - because THAT song!!

Say NO instead of yes and do something just for you instead.

Give yourself permission to be realistic, to cry, to reflect on

the mistakes in the past year, to move on - no one is perfect!

Unplug from devices and the internet for a day or two.

Do something that makes you happy. Find a moment in your

day or during the holidays to pamper and put yourself first!

Read a book that doesn't have pictures, fart jokes or the

words early childhood, pedagogy or reflection anywhere!

Write down the self care activity or event that made the

biggest difference to your year. Plan now to do it again.

Make yourself a cup of tea/coffee then sit and drink it while

hot. Savour the experience of seeing the bottom of the cup!!

Alternatively, grab your favourite wine and run for the hills!

Educator Self Care Checklist



End of Year Vision & Goals

What does your ideal year look like? What will make it feel like a success?

What steps can you take to make this vision happen?

What do you need to help you?

What word will you use to

describe your year ahead? To

describe your vision? 

One word - go ahead & write it

in the box now!



Join The Academy For
Empowered Educators

JODIE CLARKEContact

Writing My Program

Activity Ideas

Learning Areas

Intentional Teaching

For Access To Programs, Activity Guides, Templates & Training
That Will Give You Ideas To Ignite Early Learning Through Play...

SEE WHAT ELSE IS
INSIDE THE ACADEMY

https://learningnetwork.theempowerededucatoronline.com/academy-educators-enrolment-tp/
https://learningnetwork.theempowerededucatoronline.com/academy-educators-enrolment-tp/
https://www.theempowerededucatoronline.com/member-hub-enrolment-open/
https://learningnetwork.theempowerededucatoronline.com/academy-educators-enrolment-tp/
https://learningnetwork.theempowerededucatoronline.com/academy-educators-enrolment-tp/
https://www.theempowerededucatoronline.com/contact-me/
https://www.theempowerededucatoronline.com/contact-me/
https://www.theempowerededucatoronline.com/contact-me/
https://learningnetwork.theempowerededucatoronline.com/academy-educators-enrolment-tp/
https://learningnetwork.theempowerededucatoronline.com/academy-educators-enrolment-tp/
https://www.theempowerededucatoronline.com/member-hub-enrolment-open/
https://learningnetwork.theempowerededucatoronline.com/academy-educators-enrolment-tp/
https://www.theempowerededucatoronline.com/member-hub-enrolment-open/


All images used in this printable document are my owned by me with the
appropriate licences or I have gained permission to display (for non
commercial purposes only) by the original owner. All images in this
resource are therefore copyright protected to The Empowered Educator.
They cannot be reproduced or used in whole or part, for any reason.

Hi, Empowered Ed!

I hope you find this resource useful – I love creating resources to support 
educators in the important work that they do! All downloads are Copyright
protected to TheEmpoweredEducatorPtyLtd2022. Not to be distributed, 
transferred, or shared in any form outside personal use.

Thanks for downloading this resource for educators. If you have any questions or
would like to request permission to share anything in this resource please email
support@theempowerededucatoronline.com

Please note the following information before using:

Personal Use Only
This document is for your own personal use. You agree that you will not
copy, reproduce, alter, modify, create derivative works, or publicly
display any content from my downloads (except for your own
personal, non-commercial use).

No Redistribution
This document is for your own personal use. You agree that you will
not copy, reproduce, alter, modify, create derivative works, or publicly
display any content from my downloads (except for your own
personal, non-commercial use).

Clipart/Images

You May Not
Alter or sell my files. All file are for personal use only. You 
may not use my items for sale or profit, i.e. print them off, 
laminate them and sell them to others.

Enjoy your new resource!
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