Dear Colleague
We find ourselves at half term – it hardly seems 5 minutes since CPD. I sincerely hope that you are finding the opportunity to unwind and make the most of the good weather. However, I do have some important news from the Admin team to share with you.
The last few weeks have been a particularly challenging time for us all – teachers and central services staff alike. You will all be aware that we introduced a new computer system some 5 months ago. It is still ‘bedding in’ and staff continue to gain understanding.  We are aware that there have been delays which have impacted upon you and we thank you for your understanding and patience.
We want to help you to work effectively and to reduce duplication of effort as well as providing greater clarity. To this end, we are re-organising the manner in which we work.  The key changes are:
· Work will in future be organised by curricular area. The transition is taking place now and will be complete when you return after the break 
· Each curricular area has a named member of the Admin team
· New mailboxes have been set up for each curricular area 
· The dedicated team member will deal with timetables and all teaching changes 
· The dedicated team member will administer account related matters (ie financials) for county groups/academy in conjunction with Amy Whitaker
	Department
	Dedicated staff member
	Email address

	Brass
	Vicky Lean
	brassadmin@berkshiremaestros.org.uk

	Guitar
	Karen Brown
	guitaradmin@berkshiremaestros.org.uk

	Keyboard
	Karen Emmerson
	keyboardadmin@berkshiremaestros.org.uk

	Percussion
	Vicky Lean
	percussionadmin@berkshiremaestrros.org.uk

	Strings
	Julia Lambourne
	stringsadmin@berkshiremaestros.org.uk

	Voice
	Karen Emmerson*
	voiceadmin@berkshiremaestros.org.uk

	Woodwind
	Natalie Sheriff
	woodwindadmin@berkshiremaestros.org.uk


** will also cover Mini Maestros and Theory
Please use the above addresses with immediate effect.  The ‘timetables’ and ‘staffadmin’ addresses will be phased out.  Should there be any issues you wish to raise with the head of admin, please feel free to email ‘colinming@berkshiremaestros.org.uk’. 
As mentioned above, the dedicated team member for your curricular area will also be responsible for updating your timetables. We have taken the opportunity to review and update the current procedure.  The aim is to continue to improve the accuracy of timetable information that is held on Paritor. The timetable itself will become the main vehicle for advising Admin of new starters, lesson changes etc.  A document is attached which describes how changes which impact on timetables should now be notified. 
[bookmark: _GoBack]We have every confidence that the above changes will be to the benefit of all. 
May I sign off by thanking you for submitting your timetable updates – we believe that we have now achieved 90% accuracy -  and for your forbearance during the first half of the term.

Colin Ming and the Admin Team 

  
