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Line Manager Quick Guide
This is a brief overview of the ETO aspects of your role as a Line Manager in HIPPY. Here you will find what you need to do or know, how often you should it and where to find reports that will give you the required information.
	SUBLICENCE AND FUNDING AGREEMENT COMPLIANCE

	What do I need to do?
	When?
	Category to view report
	Which report do I check?

	Ensure that Working with Children Checks and National Police Checks have been submitted and are current
	Monthly
	Staff
	Staff Recruitment and Caseload

	Submit Line Manager Reports twice a year and ensure the Coordinator has submitted their Coordinator Report as well.
	Jul-Dec: 14 January
Jan-Jun: 14 July
	Sublicence Reporting
	Are My Reports Submitted?

	Submit the Annual Financials
	14 October
	Sublicence Reporting
	Are My Reports Submitted?

	Submit the Budget
	14 May
	Sublicence Reporting
	Are My Reports Submitted?

	Submit the Biannual Actuals (Jul-Dec)
Submit the Biannual Actuals (Jan-Jun)
	14 February
14 August
	Sublicence Reporting
	Are My Reports Submitted?



	SUPPORTING THE COORDINATOR

	What do I need to monitor?
	When?
	Category to view report
	Which report do I check?

	The recruitment and retention of families
	Monthly
	Families
	Family Recruitment and Retention

	Progression of family pack delivery 
	Monthly
	Families
	Family Delivery

	Engagement of families
	Monthly
	Families
	Family Engagement and Referral Summary

	The collection of family Journey forms
	Start and end of the year
	Data Quality
	Journey Review

	Progression of Tutor Training
	Monthly
	Staff
	Tutor Training and Development

	Tutor professional development activities and planning
	Monthly
	Staff
	Tutor Training and Development
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