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Resource 12: Do, Dump, Delegate or Delay?
[bookmark: _GoBack]It is Tuesday morning and you have just one double free period in which to decide on all of these items in your in-tray. Look through the priorities below and decide on your action. Try to choose fairly quickly as you only have this double free to deal with all these matters.
	
	Do
	Dump
	Delegate
	Delay

	Read new publisher’s catalogue, containing new book with interactive IT support.
	
	
	
	

	Respond to local primary school Year 4 teacher. Her email says she’s interested in joining the local cluster group you run and wants to attend next Wednesday.
	
	
	
	

	Produce a side of A4 response to the Head’s request for how languages will raise its performance for the EBacc. Due in by the end of Friday this week.
	
	
	
	

	Respond to a parental complaint received yesterday about a boy in Y10 who is not receiving enough homework in Spanish from a colleague.
	
	
	
	

	Complete the LA form for requests for FLAs for next year. The deadline is in 10 days. You want a shared Spanish assistant with another school.
	
	
	
	

	Check the marking of an NQT who has just marked her first set of controlled assessments in German speaking.
	
	
	
	

	Write the page advertising French, German and Spanish courses for the sixth form prospectus (probably just updating last year’s). Deadline in one week.
	
	
	
	

	Register some Y12 students for a Routes into Languages one-day conference on languages at the local university. Deadline is today.
	
	
	
	

	Respond to a local French national who wants you to help set up and advertise a French circle for toddlers.
	
	
	
	

	Read carefully the proposed arrangements and programme from your German counterpart for your Y8 / Y9 exchange with Leipzig and give suggestions for their stay in the UK. The Germans are arriving in 5 weeks and your group is going over in 3 months.
	
	
	
	

	Check the deputy head’s weekly analysis of ‘on-call crisis cover’ calls from languages for last week, adding your 3-line response indicating the actions you will take. Deadline this Friday.
	
	
	
	

	Check the proposed Y10 exam timetable for the languages slots and reply to the exams officer to agree, if correct. Due in by Thursday this week.
	
	
	
	

	Find out about the position of languages in the new, revised secondary curriculum (implementation 2014) and send memo back to the line manager about implications for your school.
	
	
	
	

	Find out about the position of primary languages developments in the new, revised primary curriculum (implementation 2014) and write a memo for your line manager about implications for the school.
	
	
	
	

	Suggest what contribution the school could make as a training school for the training of new language teachers in a paper to the deputy head i/c staff development.
	
	
	
	

	You receive an email from the Local Authority seeking a host school for a visiting Russian delegation.
	
	
	
	

	Read the statements from two pupils in a fight in a colleague’s lesson earlier today and the colleague’s referral. Decide what action you need to take.
	
	
	
	

	Send email to languages colleagues about the work sample, reminding which books from which groups need to be submitted by the end of tomorrow.
	
	
	
	

	Submit a request to the site manager for new tables and chairs in an old classroom to be used by a new colleague starting in a month.
	
	
	
	

	The parent of a girl learning German and Spanish rings for help with her daughter’s Y9 options.
	
	
	
	

	Find out what support the exam board can offer after your last set of results were weaker than expected in the controlled writing assessments.
	
	
	
	

	A new physics teacher expresses outrage in an email at the mock oral exams disrupting his Y12 practicals.
	
	
	
	




image2.jpeg




image3.jpeg




image1.jpeg
Education Trust

—4

Language upskilling

schemes of work




