Weekly Staff Report
Name: ___________________
Date: ___________________
Accomplishments This Week ✅
☐ I excelled in my role by: _______________________________________________________
☐ I took extra initiative by: _______________________________________________________
Organizational Improvements ✅
☐ I streamlined/improved: ________________________________________________________
☐ I implemented a new system for: _________________________________________________
Challenges Faced ⚠️
☐ A challenge I encountered was: __________________________________________________
☐ I addressed it by: _____________________________________________________________
Utilizing the Chain of Command 🔗
(For reference, see the intranet for contact information.)
☐ Lead Teacher
☐ Director
☐ Compliance/Training Director
☐ Office Manager/HR
Project Ideas & Suggestions 💡
☐ I would like to propose: ________________________________________________________
☐ This would benefit our team by: _________________________________________________
Support & Collaboration Requests 🤝
☐ I need assistance with: _________________________________________________________
☐ I believe we could improve this by: ______________________________________________
Additional Notes 📝





