
End-of-year checklist
Set yourself up for success by working through this simple checklist! 

For more assistance click through to the support articles.

Educators
• Save stories to educator portfolios

• Pause notifications over the break

• Invite new educators

Departing educators:

• Publish or transfer editorship of  
draft stories

• Ensure plans are shared with  
an admin

• Remove from Storypark

Families
• Let families know what happens  

to their children’s profiles when  
they leave

• Let families know how to export 
their child’s profile

• Share moments over the holiday 
break

Service
• Move children and educators to  

new rooms

• Create and send end-of-year 
community posts

Departing children
• Export copies of departing children’s 

profiles

• Archive profiles of departing children
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https://help.storypark.com/en/articles/56113-create-an-educator-portfolio-story#h_bcb58542c3
https://help.storypark.com/en/articles/56123-change-your-notification-settings
https://help.storypark.com/en/articles/56096-educators-invite-educators
https://help.storypark.com/en/articles/56100-create-a-story#h_51c067a8eb
https://help.storypark.com/en/articles/56133-educators-working-with-draft-stories#h_6d61065596
https://help.storypark.com/en/articles/56133-educators-working-with-draft-stories#h_6d61065596
https://help.storypark.com/en/articles/422801-educators-sharing-plans-who-can-access-a-plan-and-its-links
https://help.storypark.com/en/articles/422801-educators-sharing-plans-who-can-access-a-plan-and-its-links
https://help.storypark.com/en/articles/56115-educators-remove-an-educator
https://help.storypark.com/en/articles/56189-what-happens-when-a-child-leaves-an-early-learning-service
https://help.storypark.com/en/articles/56189-what-happens-when-a-child-leaves-an-early-learning-service
https://help.storypark.com/en/articles/56189-what-happens-when-a-child-leaves-an-early-learning-service
https://help.storypark.com/en/articles/56109-export-all-your-stories-and-notes
https://help.storypark.com/en/articles/56109-export-all-your-stories-and-notes
https://help.storypark.com/en/articles/466971-what-are-moments
https://help.storypark.com/en/articles/466971-what-are-moments
https://help.storypark.com/en/articles/56119-educators-add-or-move-educators-and-children-to-a-room-s
https://help.storypark.com/en/articles/56119-educators-add-or-move-educators-and-children-to-a-room-s
https://help.storypark.com/en/articles/56219-create-a-community-post-or-announcement
https://help.storypark.com/en/articles/56219-create-a-community-post-or-announcement
https://help.storypark.com/en/articles/56091-educators-edit-or-archive-a-child-s-profile#export-a-childs-stories
https://help.storypark.com/en/articles/56091-educators-edit-or-archive-a-child-s-profile#export-a-childs-stories
https://help.storypark.com/en/articles/56091-educators-edit-or-archive-a-child-s-profile#archive-a-child-from-your-storypark-community
http://help.storypark.com

