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	Grad2Teach – NCFE Level 4 Applied Teaching Practices
Wk 11: The importance 
of good personal organisation




	Trainee Name:
	
	Week Number:
	11

	Date:
	
	Focus Topic: Part 2
	AO1/4.3/ Analyse the importance of effective personal organisation to develop as an effective educational practitioner




You are required to complete two short entries in the style of a learning journal on the topic of your professional development and progress. 

Top Tips for Using This Journal:
1. Keep within the suggested word count (approx. 500-750 words).
2. Write in clear, short sentences.
3. Use focused paragraphs with a clear topic sentence.
4. Avoid jargon unless you explain it.
5. Keep all examples professional and confidential (no pupil or staff surnames).
6. Declare any use of ChatGPT/AI if it has supported your work (AI Use Declaration Form required).
Key Assessment Objectives
AO1/4.3: Analyse the importance of effective personal organisation to develop as an effective educational practitioner 
Possible structure
___________________________________________________________________________ A. Context (Brief)
· What aspects of your organisation are you focusing on?
Examples:
· Lesson planning
· Time management
· Meeting deadlines
· Managing workload
· Record keeping

Prompts:
· What organisational challenges or strengths do you have?
· Why is this an area for development?

B. What is Effective Personal Organisation?
Demonstrate understanding.
You might include:
· Planning ahead
· Prioritising tasks
· Managing time effectively
· Keeping accurate records
· Being prepared for lessons

Avoid generic definitions — link to teaching.

C. Your Current Practice
Reflect honestly on your organisation.
Prompts:
· How do you currently organise your time and workload?
· What works well?
· What are your challenges?

D. Analysis of Importance (CORE SECTION)

This is the most important part.
You must explain:
· Why good organisation is essential for effective teaching
· How it impacts your development as a practitioner

Consider these key areas:
1. Impact on Teaching Quality
· Are lessons well-structured and purposeful?
· Are resources prepared in advance?

2. Impact on Pupil Outcomes
· Does organisation support behaviour, engagement, and progress?
· Are transitions smoother?

3. Impact on Professional Development
· Does organisation allow time for reflection and improvement?
· Can you act on feedback effectively?

4. Impact on Wellbeing and Sustainability
· Does organisation reduce stress and workload pressure?

Good luck!
Start here:
	Click here to type...
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