Creating a relief lesson when you are away
by Nat Muir Relief Coordinator - 2019 Feb

e Here are instructions for the best way to leave relief notes when you are away.
e If you are not sure of how to insert lessons into SEQTA, catch up with Gail in SS, Petra or
myself.

Leaving Relief Notes:

« SEQTA relief notes are THE BEST because anyone can read them, which is useful if
| have to change relief teachers at the last minute.

« You can also direct message/email your relief teacher as their name will show up
on your timetable.

« Paper relief notes are more of a hassle because relief teachers have to collect
them then deliver to someone else at changeover.

« If you are dying of the ebola virus at home and cannot access SEQTA easily, you
can send your relief notes to me as a text and | will make sure each teacher
receives them.

o Reminder - relief teachers do not have instant access to Connect/Clickview so
avoid using these resources UNLESS you leave a laptop with login/password
details for them to use.
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To create a relief lesson in SEQTA, you must first
create a new programme. You don’'t actually have to
write anything in here but it activates the daily lesson
pad so the icon will then appear next to your class
info.
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You can see how it shows

Jules as being the relief
t h d Sh del IMPORTANT: Students will be completing a Soccer Lesson today. Please inform the class we will be
eacher an ane (mode continuing our Teeball Program on next Monday Period 4.

teacher) has left very detailed Soccer Balls (located in the HPE Shed - please ensure this is locked securely at the end of the lesson

Soccer Goals (located in HPE Shed)
notes about room keys, =" Team Belts x 4 (Blue, Red, Yellow & Green - located in the HPE Sea Container)
equipment, possible behaviour

Scoreboards & Timer (Optional)
, students with special

needs etc.

The daily lesson pad allows
releif staff to read your notes
the night before.

It is also easy for you to use
from home so you don't have 1. Take the roll and collect valuables to be stored in my valuables container in the HPE office.

Equipment required (eg: overhead, seating plan, textas, paper, room keys etc):

Detailed Lesson Instructions:

to ask someone to deliver

hard copy notes. 2. Make a note of any student not prepared for class - these could be used as helpers e.g. time keeper, v

scoreboard, etc.
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