
How to Prepare an Annual Performance Report for Schools
To prepare an annual performance report for schools, gather comprehensive data on student achievement, attendance, and extracurricular
activities. Analyze the collected information to highlight strengths, identify areas for improvement, and set goals for the upcoming year. Present the
findings clearly and concisely, ensuring the report supports informed decision-making and community engagement.

Sample Structure
1. Title Page

School Name
Academic Year
Date of Report

2. Introduction
Purpose of the report
Overview of the reporting period

3. Student Achievement
Exam and test results
Progress in key subjects
Comparison with previous years

4. Attendance Data
Average attendance rate
Trends and patterns

5. Extracurricular Activities
Participation rates
Key achievements

6. Strengths and Successes
Highlight outstanding programs or improvements

7. Areas for Improvement
Identify challenges and areas needing attention

8. Goals for Next Year
Set specific, measurable objectives

9. Conclusion and Recommendations
10. Appendix

Supplementary data, charts, and graphs

Tips
Use clear and simple language.
Incorporate visuals such as charts or graphs for better understanding.
Ensure data accuracy and consistency.
Invite feedback from staff, students, and community members.
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