
   Calendar Entry instructions 
 

 What to include Notes on how’s and why’s  
1. School name For data input purposes – with this information the 

office is able find out in a couple of glances -  how 
much work is done in each school – we sometimes 
have trust funds that specifically give only to work 
undertaken in particular areas or schools.    

2. Session title (in event)  
 
 

 
 

- Use TBC (to be confirmed) if 
school hasn’t confirmed times 
etc 

For data input purposes.  
- It would be useful to include -  1 of 5 or 2 of 5 

or 1/5 or 2/5 so that if someone has to fill in 
for absence, they will need to know what week 
you’re on, and will see that at a glance.  

- ALWAYS remove TBC – when the school has 
confirmed. (updating needs to be done at least 
once a week).  

3. Date & time of session 
 
 

Start time and finish time of the actual session.  
- Back to back of the same sessions in the same 

school? A separate calendar entry for each 
group is needed.  

4. Repeat Option  This is useful when there is continuous week to week 
sessions, BUT please remember there are school 
holidays, so use the repeat ONLY for each term, and 
remember not to include bank holidays.  

5. Team names  
(this is placed in the ‘where’ box of 
the calendar)  
 

- ALWAYS include volunteers 
who will be working with you.  

- For emergency contact if needed.  
 

- For your colleagues to see who is available and 
who’s not, when they are taking bookings and 
looking for cover.  

 
- If you happen to call in sick one day – the 

person covering will know what other member 
of the team they have to work with and contact 
if necessary.  

 
- We sometimes get asked how many volunteers 

we have and how much time in total is given 
by volunteers (the value of volunteers). This 
data can only be found if the calendar is 
accurate.  

6. Any other Information In description – Anything that will help your 
colleagues. Teacher’s name, how many in group, etc 
etc. Which member of staff in the school booked it?  
 
NB: Think about the information you would want to 
know if you had to cover a session for someone off 
sick.   
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Notes to remember  

What  Why  

Update regularly – at least once a week – 
both for past entries and future 
entries/bookings.  

- All data is put on the ‘record of works’ 
which is used to collect stats of the 
year. We use stats for letting 
supporters and trust funds know what 
we’re doing amongst many other 
things.  

- The prayer diary is written at least a 
month in advance – therefore, if 
things need updating EVEN if it’s a 
month away.  

- We often get asked by various 
sources to provide stats or info 
relating to what work we’ve done, 
where, how much volunteers are 
doing, ALLSORTS!! We need to have 
the information at hand to enable us 
to answer those questions.  

- If you’ve been off sick and a 
session/day has had to be cancelled – 
please remove it from the calendar 
immediately you’re back to work.  

- If schools cancel a session, remove 
from calendar immediately.  

 

Think of what others might need to see/know  

  

  

 

 

What is Record of works or data input purposes? – this is an access database held and 

updated regularly in the office with the data direct from the calendar. In order for this to be 

accurate – we need the calendar to be accurate. If you’re interested in finding out how this all 

works, please ask, and the office will be happy to show you. It really is an incredibly useful 

document.  
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EXAMPLE:  

 

 

 

 

If in doubt – 

Please don’t leave it – we are very happy to answer any queries you have – just call….01980 

655521 
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