
119

Templates

Sharing is caring

On the following pages, you will access all the templates provided in this 

book. These include the following:

Tip 3:

•	 Class Profile Overview template	 121

•	 Class Profile Overview – example 	 122

•	 Individual Education Plan template	 123

•	 Individual Education Plan – example 	 124

•	 Weekly timetable template	 127

•	 Weekly timetable in progress – example	 127

•	 Timetable in a daybook format – example	 128

•	 Assessment Schedule template	 129

•	 Assessment Schedule – example	 132

•	 Standard 1: Know students and how they learn 	 133

•	 Standard 2: Know the content and how to teach it 	 133

•	 Standard 3: Plan for and implement effective teaching  

and learning	 134

•	 Standard 4: Create and maintain supportive and safe  

learning environments	 134

•	 Standard 5: Assess, provide feedback and report on  

student learning	 135
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•	 Standard 6: Engage in professional learning	 135

•	 Standard 7: Engage professionally with colleagues,  

parents/carers and the community	 136

Tip 4:

•	 Relief teacher template	 137

•	 Completed relief teacher – example	 138

•	 Report timeline – example	 139

Tip 5:

•	 Priorities shift template	 140

Tip 9:

•	 Class letter – example	 141

•	 Daily schedule template	 142

•	 Teacher feedback sheet template	 143

•	 Individualised feedback sheet template	 144

•	 Split class list – example	 145

Use the QR code to access your own editable copy of the templates 

provided in the text. 

These templates are not for re-sale and may not be reproduced or 

transmitted in any form or by any means, in whole or part, without the 

express prior written permission of the author. 
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Weekly timetable template

   Mon Tue Wed Thu Fri

8:30–9am

9–10am

10–11am

11–11:20am

11:20–12:10pm Lunch Lunch Lunch Lunch Lunch

12:10–1:10pm

1:10–1:40pm

1:40–2pm Recess Recess Recess Recess Recess

2–3pm

Meetings

Notes 

Weekly timetable in progress – example

   Mon Tue Wed Thu Fri

8:30–9am  Admin 
meeting 

9–10am  Class roll 
Reading 
Spelling 

Class roll 
Reading 
News groups 

Class roll 
Library 

Class roll 
Scripture 
Writing 

Class roll 
Reading 
Spelling 

10–11am  Fruit break 
Writing 

Fruit break 
Writing 

Fruit break 
Spelling 

Fruit break 
Reading 

Fruit break 
Health 

11–11:20am  Handwriting  Buddy 
reading 

Grammar  Fitness  Handwriting 

11:20–12:10pm  Lunch  Lunch  Lunch  Lunch  Lunch 

12:10–1:10pm  Maths  Maths  Maths  Maths  Sport 

1:10–1:40pm  Science  Maths  Creative arts  Health  Sport 

1:40–2pm  Recess  Recess  Recess  Recess  Recess 

2–3pm  Science  Fitness  Creative arts  HSIE  Assembly 

Meetings  STAFF PL 
– maths

Notes  Ran out 
of time for 
handwriting 

Buddy reading 
cancelled as 
teacher was 
sick 
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Timetable in a daybook format – example

   Monday To-do Notes

8:30–9am    Laminate name 
tags

Submit PL 
application

Complete maths 
program for 
Week 7

LST meeting 
follow-up with 
counsellor

Ran out of time for 
handwriting

9–10am  Class roll 
Reading – Matilda, Chapter 4
Spelling – ‘ai’

10–11am  Fruit break 
Writing – comic strips

11–11:20am  Handwriting – clockwise letters

11:20–12:10pm  Lunch 

12:10–1:10pm  Maths – fractions

1:10–1:40pm  Science – STEM lab with Mr T – Volcano!

1:40–2pm  Recess 

2–3pm  Science – STEM lab with Mr T – Volcano!

Meetings   
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STANDARD 1: Know students and how they learn 
Focus area 

1.1 	 Physical, social and intellectual development and characteristics  
of students 

1.2 	 Understand how students learn 
1.3 	 Students with diverse linguistic, cultural, religious and  

socioeconomic backgrounds 
1.4 	 Strategies for teaching Aboriginal and Torres Strait Islander students 
1.5 	 Differentiate teaching to meet the specific learning needs of students 

across the full range of abilities 
1.6 	 Strategies to support full participation of students with disability 

Focus 
area  Artefact 1  Artefact 2  Artefact 3  Artefact 4 

1.1         
1.2         
1.3         
1.4         
1.5         
1.6         

STANDARD 2: Know the content and how to teach it
Focus area 

2.1 	 Content and teaching strategies of the teaching area 
2.2 	 Content selection and organisation 
2.3 	 Curriculum, assessment and reporting 
2.4 	 Understand and respect Aboriginal and Torres Strait Islander  

people to promote reconciliation between Indigenous and non-
Indigenous Australians 

2.5 	 Literacy and numeracy strategies 
2.6 	 Information and Communication Technology (ICT) 

Focus 
area  Artefact 1  Artefact 2  Artefact 3  Artefact 4 

2.1         
2.2         
2.3         
2.4         
2.5         
2.6         
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STANDARD 3: Plan for and implement effective teaching 
and learning
Focus area 

3.1 	 Establish challenging learning goals 
3.2 	 Plan, structure and sequence learning programs 
3.3 	 Use teaching strategies 
3.4 	 Select and use resources 
3.5 	 Use effective classroom communication 
3.6 	 Evaluate and improve teaching programs 
3.7 	 Engage parents/carers in the educative process 

Focus 
area  Artefact 1  Artefact 2  Artefact 3  Artefact 4 

3.1         
3.2         
3.3         
3.4         
3.5         
3.6         
3.7

STANDARD 4: Create and maintain supportive and safe 
learning environments
Focus area 

4.1 	 Support student participation 
4.2	 Manage classroom activities 
4.3 	 Manage challenging behaviour 
4.4 	 Maintain student safety 
4.5 	 Use ICT safely, responsibly and ethically 

Focus 
area  Artefact 1  Artefact 2  Artefact 3  Artefact 4 

4.1         
4.2         
4.3         
4.4         
4.5         
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STANDARD 5: Assess, provide feedback and report on 
student learning
Focus area 

5.1 Assess student learning 
5.2 Provide feedback to students on their learning 
5.3 Make consistent and comparable judgements 
5.4 Interpret student data 
5.5 Report on student achievement 

Focus 
area  Artefact 1  Artefact 2  Artefact 3  Artefact 4 

5.1         
5.2         
5.3         
5.4         
5.5         

STANDARD 6: Engage in professional learning
Focus area 

6.1 Identify and plan professional learning needs 
6.2 Engage in professional learning and improve practice 
6.3 Engage with colleagues and improve practice 
6.4 Apply professional learning and improve student learning 

Focus 
area  Artefact 1  Artefact 2  Artefact 3  Artefact 4 

6.1         
6.2         
6.3         
6.4         
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STANDARD 7: Engage professionally with colleagues, 
parents/carers and the community
Focus area 

7.1 Meet professional ethics and responsibilities 
7.2 Comply with legislative, administrative and organisational requirements 
7.3 Engage with the parents/carers 
7.4 Engage with professional teaching networks and broader communities 

Focus 
area  Artefact 1  Artefact 2  Artefact 3  Artefact 4 

7.1         
7.2         
7.3         
7.4         
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Relief teacher template

Daily Schedule

Casual teacher: Replacing: Class: Date: 

8:30–8:55am Before school – please check noticeboard in staffroom 
for changes

9–10:15am Roll 
First session

10:15–11:20am Fruit break 
Second session

11:20–12:10pm Lunch

12:10–1:40pm Middle session
Warm-up game

Recess

2–3pm Afternoon session

Timeout support class: Executive support: 

Thank you for taking the class today. 
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Completed relief teacher – example

Daily Schedule
Casual teacher:
Monika

Replacing:
Rebecca

Class: 
2 Topaz

Date: 
30/8/17

8:30–
8:55am Before school – please check noticeboard in staffroom for changes

9– 
10:15am

Roll – ask students to read their familiar readers (n the red box) for 10 minutes.
Guided reading groups – activities are at the back cupboard. The students can help 
put them out on the tables. Students can move around the activities at their own choice, 
including Google Classroom (only the students who haven’t done their D&D character 
sheet). Please read with Max (on his own) and Oliver and Liam together – if he will 
read. When finished, please make sure students pack up properly and put resources in 
the back cupboard neatly.

10:15–
11:20am

Fruit break – please read a story from the whiteboard while students eat their fruit.
Writing – join with the class next door for the writing session. The class teacher is 
expecting you and will have everything. Please support her with the class. Students 
Isabella, William, Emma and Ben will need the most support.

11:20–
12:10pm Lunch & first play break

12:10–
1:40pm 

Maths:
Warm-up game – students play ‘Addition Wars’. They have played it a few times this 
week and know how to play. Ask them to show you how to play as practice, then they 
can get into small groups to play (cards are at the bottom of the whiteboard).
Word problem – (students will need some support for this)
Write the problem on the board and have children identify the important parts  
and words.
Calvin read his book for 3 minutes every night for a week. Hobbes read his book for 
5 minutes every night. How much more time did Hobbes spend reading his book 
compared to Calvin last week?
Then write this up and go through this – talk about how it is more open-ended. Students 
can copy this problem into their maths book (with short date and a title):
Calvin read his book for 3 minutes every night for a week. Hobbes read his book for 
5 minutes every night.
The answers are 35, 2, 21, 56, 14. What might the questions be?
Maths games – there are maths games in the storeroom on the left on the bottom shelf. 
Students can play those if there is extra time.

Recess

2–3pm Science – in the back of Science books (in tray on back shelf), ask students to write 
their own description for how to make a paper airplane (they followed instructions to 
make one yesterday). Write up on the whiteboard an example of the steps and include 
pictures of the paper folding. Ask them how they followed the steps and what made 
it easy or hard to understand in the instructions they used yesterday. Make sure you 
remind students to use neat writing and to take care when drawing their pictures.

Timeout support class: 2 Quartz Executive support: Ms Ayad (Principal)

Thank you for taking the class today. You will see that Max doesn’t work independently. The SLSO Maya 
will come and take him to read, but when he comes in the room you will need to make him sit at an 
activity and ask a student to help him. (He has activities in his silver folder on his desk but needs help 
with most of it.) Wei or James work well with him. They are a very fun class that respond best to positive 
reinforcement, praise and humour. Feel free to give them as many Dojo Points as you like and remind 
them they have a reward on Friday if they continue doing the right thing.

Thanks! Bec ☺
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Report timeline – example

Due dates Report schedule tasks My to-do list

Holidays Effort scores all KLAs

Week 1 Comments for PDHPE, 
Sci & Tech, CA

Week 2 Maths comments

Week 3 English comments

Monday 
Week 4

Set up Academic Reporting 
Period online

Proofread all KLAs and 
edit where needed. 
Check comments against 
achievement scores

Monday 
Week 6

Comments and grades  
to supervisors

Hand into supervisor. 
Make necessary edits

Monday 
Week 8

Completed reports due  
to supervisors

Friday 
Week 8

Attendance data imported 
onto reports by executive

Tuesday
Week 9

Reports printed by admin 
staff (back-up day Thursday)

Sign reports

Monday
Week 10

REPORTS GO HOME Hand out to students. 
Absent reports to office
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Priorities shift template

Class Choir Notes

Week 1 Prep for open day

Week 2 Open day Open day

Week 3

Week 4 Reading data No rehearsal (or Mrs White run)

Week 5 Running assembly Longer rehearsal

Week 6 Maths data No rehearsal (or Mrs White run)

Week 7

Week 8 Reports due

Week 9
2 rehearsals 
to prep for 
performance

Mrs White to take 
2nd rehearsal

Week 10 Performance
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Class letter – example

Dear relief teacher,

Thank you for taking my class today. You will be provided with an information 
folder containing organisation for the school and the class, as well as pertinent 
information about the students. You will notice I have a slightly smaller class, 
however, some of the students have high complexities requiring additional 
support. You might have support staff join the class throughout the day. There 
may be some learning support officers scheduled to come in and support 
specific student needs and other teachers will join the class to provide general 
support to the class. If the identified student they work with is absent, they might 
have another student to work with, or might support the class in general – or they 
may need to change their schedule and support a student from another class. 
When additional staff join the class, please clarify with them what their role is in 
the class so you are aware of what they will be doing when they join the class. 
We appreciate your flexibility and understanding that the support staff roles and 
timetable may change during the day if changes occur. If students are required 
to leave the classroom, such as an intervention program, please ensure they 
line up at the door when it is time to go with the messenger and remind them 
of school expectations to walk quietly, safely and respectfully to their session. 

Please don’t feel it is a requirement to push through all the work for the day. 
Having a different teacher can sometimes be overwhelming to this class, 
so please take the time to ensure students are settled and ready to learn for 
each session. If this means having a long breathing exercise or brain break, I 
appreciate you taking the additional time to allow students to settle before 
engaging in the class work. Students will respond positively when they know you 
allow them the time they need to be mentally and physically prepared to learn. 

Our classroom is located near the toilets, which makes it very easy for students 
to have quick toilet breaks during class time. We also have sinks nearby for 
refilling water bottles and students are permitted their water bottles on their desk 
throughout the day. Please don’t allow any other drinks inside the classroom 
space such as milk or juice, as the whole classroom is carpeted. If the day is very 
hot, the class will sit at their desk to eat lunch, otherwise there are silver seats just 
outside the classroom door that students will sit at during eating time.

Our class embeds the use of growth mindset and restorative practices. Any kind 
of rewards incentive used in the class operates separately to any consequences. 
The specific school processes are available in this folder, and it is appreciated 
that this remains consistent with all teachers in the classroom. Class roles and 
responsibilities are on the task chart on the right side of the main whiteboard 
in the classroom with short descriptions of each role. These are changed each 
Friday afternoon. If you are taking my class on a Friday, please don’t change the 
jobs – students know we will catch up on Monday morning. 

The teacher next door is Mrs Black, and she has exceptional knowledge of the 
school. If you need assistance, please see her or the class supervisor, Mr Turner. 
Thank you for taking the time to support the class today in my absence. 

Regards, Mrs West
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Daily schedule template

Daily Schedule

Casual teacher:
(Relief name)

Replacing:
(Teacher name)

Class: 
(name)

Date: 
??/??/??

8:30–8:55am Before school – please check noticeboard in 
staffroom for changes

9–10:05am
First session

10:05–10:15am Fruit break & brain break

10:15–11:20am 
Second session

11:20–12:10pm Lunch & first play break

12:10–1:40pm 
Midday session

1:40–2pm Recess & second play break

2–3pm
Afternoon session

Support class: Executive support: 

Thank you for taking the class today. 

(Insert any additional information here as needed)

Thanks! ☺
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Teacher feedback sheet template

Feedback

Casual teacher: Class: Date:

Morning 
session:

Middle  
session:

Afternoon 
session:

Message:

Students highlighted for  
following expectations:

Concerns to follow up:
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Individualised feedback sheet template

Individualised Feedback

Student name Communication
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Split class list – example

Split List

Student 4A 4B 4/5C 5A 5B Notes

Katie X
Lucas X Separate from Daniel
Teddy X
Sebastian X
Daniel X Separate from Lucas
Arabella X
Evie X
Matthew X
Ellie X Partial attendance till 12pm
Leon X
James X
Molly X Take ramp desk 
Benjamin X
Harrison X
Millie X Stay with Mia
Charlotte X
Violet X
Robyn X
Julia X
Charlie X
Lilly X
Mia X Stay with Millie
Lucy X
Noah X Take extension folder
Amelia X
Belle X
James X Take communication chart
Adam X




