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Instructions for Using the HR Retaining Staff Monthly Checklist

The Human Resources Retaining Staff Monthly Checklist is a tool designed to help childcare directors and administrators stay focused on activities that improve staff retention and maintain a positive, supportive work environment. By following this checklist, you will ensure your team feels valued, motivated, and engaged throughout the year.
How to Use the Checklist:
1. Review at the Start of the Month:
At the beginning of each month, review the checklist to plan the key retention-focused tasks for the month. Use the checklist as a guide to stay organized and prioritize staff well-being.
2. Track Progress:
As you complete each task, check it off and make any necessary notes. If a task is not relevant for that month, mark it and focus on the items that apply.
3. Foster Staff Engagement:
Retaining staff is all about making them feel supported, appreciated, and motivated. Use this checklist to ensure you are consistently taking actions that enhance staff morale and satisfaction.
4. Collaborate with Other Teams:
Some tasks may require collaboration with other departments (e.g., administrative support or event planning). Use this checklist to stay organized and coordinate with necessary teams for smooth execution. 
5. Track Retention Metrics:
Track staff engagement and turnover to measure the effectiveness of your retention strategies. Use the checklist as a tool to reflect on staff feedback and make improvements over time.
6. Customize as Needed:
Each organization’s HR needs may differ slightly. Customize the checklist to match your organization's specific policies, tasks, and deadlines. 
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	Notes

	JANUARY – Kickstart the Year

	1
	New Year Kickoff: Set welcome message and motivational décor to start the New Year.
	☐	

	2
	Review Retention Data: Analyze turnover and satisfaction trends.
	☐	

	3
	Recognition Plan: Outline and share recognition program for the year.
	☐	

	4
	Feedback Session: Gather input on process and procedures improvements.
	☐	

	5
	Goal Setting: Discuss team and individual goals to build enthusiasm for the year.
	☐	

	6
	Event Calendar: Share the yearly event calendar to build excitement.
	☐	

	FEBRUARY – Focus on Relationships

	1
	Gratitude Notes: Send thank-you notes and small treats for Valentine’s Day.
	☐	

	2
	Team Bonding: Plan a fun, lighthearted activity to foster teamwork.
	☐	

	3
	Feedback Check: Set up an anonymous suggestion box.
	☐	

	4
	Peer Shoutouts: Allow staff to recognize each other's efforts during the meeting.
	☐	

	5
	Stress Relief Tips: Share quick stress management tips to support wellness.
	☐	

	6
	Schedule Review: Assess and adjust staff schedules.
	☐	

	MARCH – Growth Opportunities

	1
	Mini Training: Offer short professional development sessions during monthly meeting.
	☐	

	2
	Career Discussions: Discuss growth and mentorship opportunities for staff.
	☐	

	3
	Skill-Sharing: Encourage staff to share one thing they have learned with the team.
	☐	

	4
	Acknowledge Growth: Recognize staff achievements to motivate development.
	☐	

	5
	Payroll Check: Ensure payroll and benefits increases are accurate.
	☐	

	6
	Quarterly Retention Data Review: Analyze turnover and satisfaction trends. 
	☐	

	APRIL – Resource Refresh

	1
	Workplace Audit: Assess if staff have the tools and resources, they need for success.
	☐	

	2
	Spring Energizer: Host a wellness challenge or team-building outing.
	☐	

	3
	Environment Update: Refresh break areas or classrooms to enhance the workspace.
	☐	

	4
	Feedback Review: Discuss insights from recent surveys or suggestions with staff.
	☐	

	5
	Support Check: Verify staff support needs.
	☐	

	6
	Problem Solving: Address any lingering complaints from earlier feedback.
	☐	

	MAY – Appreciation and Wellness

	1
	Staff Appreciation: Host a small event for teacher appreciation week to recognize staff.
	☐	

	2
	Wellness Focus: Share wellness tips or resources.
	☐	

	3
	Work-Life Balance: Discuss strategies for maintaining balance.
	☐	

	4
	Summer Prep: Prepare staff for summer schedules and events.
	☐	

	5
	Review Check-ins: Conduct informal performance discussions.
	☐	

	6
	Team Reflection: Reflect on progress and goals during staff meeting.
	☐	

	JUNE – Mid-Year Motivation

	1
	Mid-Year Review: Reflect on goals and adjust plans for the second half.
	☐	

	2
	Summer Kickoff & Bonding: Host a fun, team-building summer event.
	☐	

	3
	Surprise Thank-You: Provide unexpected, small tokens of appreciation to staff.
	☐	

	4
	Outdoor Breaks: Encourage staff to take wellness breaks outdoors for fresh air.
	☐	

	5
	Feedback Session: Gather staff input on what is working and areas for improvement.
	☐	

	6
	Quarterly Retention Data Review: Analyze turnover and satisfaction trends. 
	☐	
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	JULY – Summer Recharge

	1
	Summer Celebration: Host an outdoor picnic or BBQ for staff to enjoy.
	☐	

	2
	Reenergize with Play: Organize a fun, stress-relieving activity e.g., scavenger hunt.
	☐	

	3
	Learning Break: Offer a short, engaging workshop to break up the routine.
	☐	

	4
	Gratitude Wall: Set up a wall where staff can post thank-you notes for each other.
	☐	

	5
	Vacation Check: Confirm staff time-off and coverage.
	☐	

	6
	Feedback Focus: Conduct a quick survey on staff well-being.
	☐	

	AUGUST – Summer Reflection

	1
	Summer Recap: Reflect on summer successes and challenges with the team.
	☐	

	2
	Staff Recharge: Encourage staff to take his/her time off for rest and rejuvenation.
	☐	

	3
	Skill Spotlight: Highlight a staff member’s new skills or achievements.
	☐	

	4
	Team Huddle: Hold a meeting to set goals for the upcoming fall season.
	☐	

	5
	Resource Access: Ensure staff has necessary resources.
	☐	

	6
	Positive Reinforcement: Share a “kudos” moment at meeting to recognize staff efforts.
	☐	

	SEPTEMBER – Fall into Focus

	1
	Seasonal Kickoff: Host a fun event to celebrate the start of fall and energize the team.
	☐	

	2
	Goal Revisit: Revisit and adjust goals set earlier in the year.
	☐	

	3
	Professional Development: Offer training or workshops for skill-building.
	☐	

	4
	Team Reflection: Discuss what is working and areas for improvement.
	☐	

	5
	Wellness Boost: Share wellness tips to prepare for the busy season ahead.
	☐	

	6
	Quarterly Retention Data Review: Analyze turnover and satisfaction trends. 
	☐	

	OCTOBER – Harvesting Success

	1
	Spooky Fun: Host a themed staff/family event or costume day to boost morale.
	☐	

	2
	Goal Check-In: Review team and individual goals and assess progress.
	☐	

	3
	Celebrate Wins: Acknowledge staff achievements and milestones.
	☐	

	4
	Fall Workspace Refresh: Add small seasonal touches to the work environment.
	☐	

	5
	Efficiency Review: Assess and streamline tasks to reduce workload
	☐	

	6
	Mindfulness Moment: Start a weekly 5-minute mindfulness practice.
	☐	

	NOVEMBER - Gratitude

	1
	Thankful Notes: Have staff write personalized thank-you notes to each other.
	☐	

	2
	Gratitude Wall: Create a space for staff to post why they are thankful.
	☐	

	3
	Recognition Shoutouts: Encourage staff to recognize each other’s contributions.
	☐	

	4
	Appreciation Treats: Provide small, thoughtful treats or tokens of appreciation.
	☐	

	5
	Communication Boost: Optimize staff communication tools for clarity.
	☐	

	6
	Team Thank-You: Hold a staff meeting focusing on expressing gratitude.
	☐	

	DECEMBER - Year-End Reflection & Appreciation

	1
	Holiday Celebration: Host a small staff holiday event to celebrate the year’s successes.
	☐	

	2
	Year-in-Review: Reflect on the team’s accomplishments and growth over the year.
	☐	

	3
	Staff Appreciation Gifts: Give small holiday gifts or tokens of appreciation.
	☐	

	4
	Memory Lane: Create a visual display of the year’s memorable moments/milestones.
	☐	

	5
	Year-End Reflection: Gather staff input on process improvements.
	☐	

	6
	Quarterly Retention Data Review: Analyze turnover and satisfaction trends. 
	☐	
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