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Bullet n How-to …

An annual report is a fantastic opportunity to
celebrate your accomplishments and publicise 
to your pupils, parents, staff and volunteers,
funders, local authorities and mainstream schools
just what you have achieved. Don’t be daunted at
the thought of writing your annual report. Just
follow our step-by-step guide and you’ll be on
your way.

Step 1: Involve the management committee 
Make sure the management committee is fully involved
in all of the steps below, particularly the Chair and the
treasurer, who will have specific tasks (eg producing
financial statements). Extend the group involved in
producing the annual report to include staff and
volunteer representatives, as well as pupils and 
parents, if possible.

Step 2: Plan ahead
Consider:
• When is your annual general meeting? When do 

you need the report? 
• What is your budget? You will probably need to

print/photocopy the report, so why not ask a local
printer to give a discounted rate in return for
advertising space?

Devise a schedule and stick to it 
(see the example below).

Step 3: Decide what your report should contain

• Agree who is going to write what and complete a
‘content plan’, like the one on the opposite page.

• Decide if you are going to approach businesses to
advertise in your report, as it could generate income
to cover the printing. Who will be responsible for
contacting businesses?

• Who is able to do the design work? Does anyone in
your school have the skills? Are the pupils able to
contribute? 

Step 4: Support each other
An annual report should be owned by the entire school,
so ensure that everyone has the opportunity to have an
input. The annual report could, for instance, include
comments and quotes from parents, and examples of
work from pupils. Remember – the report is a marketing
tool to promote how great your school and the services
you offer are.

Step 5: Check and check again
Ask a few people to proofread your report before it goes
to print. Approach someone who knows very little about
your school and ask for their feedback. Do they have any
questions? Have you missed any vital points?

Annual reports: 
a step-by-step guide
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Step 6: Publicise what you do
Print extra copies of your report. Promote your school’s work by: asking pupils to give some copies of the report to
their mainstream school teachers; sending some copies to your funders; leaving copies in the local community centre,
library, and so on. Note that to be easily printable, your report will need to be in multiples of four pages (eg 8, 12). 
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