
1

Step 4:

Managing Your

Workload and 
Planning Your 
PoUs (Page 10)

Note: NO VIDEO or audio recording permitted.  Photos ok but you 
can also view and print all the slides from this session at home.
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Big Picture 
Overview 

of the Term

Assessment Schedule:
Print it and put up at home. 

The schedule for 
the whole year 
in advance is 
available 
through 
Edumate. The 
brief nature of 
the task, the due 
date (within the 
week, usually, 
rather than the 
exact date) and 
the weighting of 
the task is listed 
there. Students 
receive 
information 
relating to PoUs 
via Reshet.
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But how do you plan the work for PoUs?

Plan the steps 
for individual 
tasks

NOTE:
1.Everything will always take 

longer than you think it will.
2.Starting straight away (even 

doing a little bit) is always a 
good idea. 
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Capture the 
key points 

of the 
assessment 
notification 
in a single 

page. 
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TASK                  DATE DUE

Biology Test        3rd May        

Maths Assign        7th May       

History Project     11th May       

English Report     15th May

French Test          18th May

THIS WEEK:

Biology Test    3/5       Finish notes, do end chp test  

Maths Assign    7/5      Make flashcards for formulas

History Project 11/5     Do at least an hr of research

English Report 16/5     Brainstorm ideas for 1st draft

French Test      18/5    None
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THIS WEEK:

Biology Test    3/5      Finish notes, do end chp test   MON 

Maths Assign    7/5     Make flashcards for formulas   TUES

History Project 11/5    Do at least an hr of research    WED

English Report 16/5    Brainstorm ideas for 1st draft    THURS

French Test      18/5   None

THIS WEEK:

Biology Test    3/5      Finish notes, do end chp test   MON 

Maths Assign    7/5     Make flashcards for formulas   TUES

History Project 11/5    Do at least an hr of research    WED

English Report 16/5    Brainstorm ideas for 1st draft    THURS

French Test      18/5    Practice speaking skills            FRI

Geog Assess    22/5   Do section 1                              TUES
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THIS WEEK:

Biology           3/5      Finish notes, do end chp test   MON 

Maths Assign    7/5     Make flashcards for formulas   TUES

History Project 11/5    Do at least an hr of research    WED

English Report 16/5    Brainstorm ideas for 1st draft    THURS

French Test      18/5    Practice speaking skills            FRI

Geog Assess    22/5   Do section 1                              TUES

At the end of the week, reassess make a new plan for 
the weekend. Then plan the next week. Then the next 
weekend….

How can parents help?

 When you have an assignment, spend some time 
with your parents brainstorming the steps for the task 
and allocating these in your planner AND go through 
the assessment notification.
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How can parents help?

 When you have an assignment, spend some 
time with your parents brainstorming it into 
pieces and allocating these in your planner 
AND go through the assessment notification.

NOTE: Parents you can help 
AS MUCH AS YOU LIKE with planning 
– but please don’t do the students’ 
assessments, it needs to be THEIR work 
- not YOURS. You can discuss and 
guide and support, but don’t tell and 
do. Let them try, fail, become resilient 
and learn from their mistakes. If you 
over-help you will create big issues in the 
senior years. 

STEP 4 TO DO TOGETHER:
PAGE 9 – Tick your answers

PAGE 10 – Action Plan: What do you want to do, change or remember from 
this section? 

 Eg:
- I will brainstorm all the steps for my assignments and put a plan in 

my planner.
- I will keep track of the learning I have done by 

highlighting/crossing out and moving unfinished work to the next 
day.

- I will make up a timetable of when I can allocate specific times to 
schoolwork.

- I will draw up / print out a term planner so I can see at a glance 
when the heavy weeks are.

- FINISHED? Well done, we are almost finished this session too! 
Have a stretch so you can focus for the last few minutes to find 
out how to access Step 5 (How to Study for a Test) and all of the 
slides and resources. 

- Text questions to Dr Salter on 0416 293 087

………………………………………………………………………………………..

2 minute timer for this activity:

PS1
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