
Team Activity 
Cycle

2

Thursday Off Pay Week 
9:55-10:55am

Thursday Pay Week (15 mins)

Weekly all team members

In Team Meeting when required 
15 mins

Administration 
Team
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Team Foundations and Level Up

Non-Teaching Team
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Level Up Strategy3

!
2, 2, 3, 2, 3, 2 
(AVG 2.3) 

LEVEL 2

! Value: 1x 
Focus: 
Constructive

! Confidence: 
50%
Drive: 
Acceptance

! Challenge: 
Systems 
Approach: 
Manage

! Improve Activity 
Cycle – Implement 
regular team 
meetings, huddles and 
check ins. 

! Limited processes / 
protocols to report 
staff compliance re 
key indicators to SLT. 

! No up-to-date action 
plan of key goals and 
targets.

! Limited understanding 
of key admin roles by 
school staff.

! Need to actively use 
Team Pulse Data to 
improve overall team 
performance.

! Needing to improve 
communication between 
teaching staff and admin 
team – particularly 
around roles and 
compliance and differing 
personality styles. 

! Long standing team 
members and new team 
members – need to 
complete team building 
to establish trust and a 
culture of feedback. 

! Above and below line to 
clarify ways of working -
using calling behaviour 
protocols effectively.

! Communicate the admin Team 
Chart to all staff to increase 
their understanding of different 
roles in the team and display in 
office. 

! Implement Activity Cycle and 
review each term. 

! Regularly review the Team Data 
Wall, Purpose, Goals and Action 
Plans – review progress regularly 
through fortnightly HPT Team 
Meeting. 

! Team Talent Map, Above & Below 
Line and Feedback Protocols on 
Data Wall.

! Trust Matched Teaming & Team 
Pulse for Wellbeing Planning. 

Manage / Mentor

! Manage – implement 
activity cycle and 
team meetings

! Manage – work closely 
with BM to set up 
new processes in 
Action Plan

! Mentor - work 
towards increasingly 
frank feedback -
practice being OK 
with being 
uncomfortable.
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Team Achievement Strategy

Non-Teaching Team

West Key State School
Strive to Succeed 

Passion: Inclusion of 
every student (no student 
misses out), link between 
parent/teacher/student, 
student welfare

Best in the World: 
Ensuring EQ policies are 
met to support the
wellbeing and achievement
of students & staff
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Resource Engine: 
Policies, allocation of 
budget, staff and student 
relationships & 
communication, up-to-date 
student medical 
information

The Hedgehog
Understanding Core Purpose
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Vision & Goals5
!"#$%&#'$("#)&*'$+*,$Supporting staff, students & families to 
ensure all students are safe, happy and learning so they 
can succeed

-./0'$&1$2+*+&/$%.*3+/0$+*$,$12 months 
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1. Staff: Implement checklist / protocol to improve staff 
compliance with admin reporting 

2. Parent Payments/Info for Student Excursions: 
Implement new reminder payment system 

3. Staff-Parent Communication: Create a centrally 
coordinated communication process
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Introduce new admin reporting 
checklist for teaching staff and 
have 100% compliance in completion 
of roll marking and attendance at 
timetabled duty by the end of 
Semester 2

Fast-track completion of goal by 
end of Semester 1. 

Implement new reminder payment 
system for parents with 95% 
compliance by the end of Semester 
2

Fast-track completion of goal to 
100% compliance by the end of 
Semester 1

Introduce a centrally coordinated 
communication process for staff-
parent communication with 100% 
staff compliance by end Semester 
1

Fast-track completion of goal by 
end of Term 1
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! Organised and streamlined processes
! Happy staff, students and parents
! High compliance with EQ policies

! Excellent relationships between admin team & staff
! Payments made on time

! Consistent use of communication templates by all staff
! 100% compliance with admin reporting by teaching staff

! Welcoming
! Friendly
! Fun 
! Compliments 
! Positive language
! Asking for help
! Checking in 
! Consistent messaging 

across staff and admin

! Support
! Clear 
! Respectful
! Team work
! Comradery
! Calm
! Happy
! Safe

West Key State School
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Team Engagement Strategy

Non-Teaching Team
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Linda Forrest Business 
Manager

Blue/Green - Direct, gets 
on with the job, multi-
tasking, memory, 
knowledgeable

Budgeting Played netball for 
NSW

Grandmother 
to 6

Jane North Reception

Blue/Yellow -
Knowledgeable, multi-
tasking, redirecting, 
customer service, strong, 
confident

Completing tasks, 
scheduling of TRS Drawing Water skiing

Tanya Smith Accounts 
Receivable

Red/Yellow - Interactions 
with school community, 
sense of humour, helpful, 
problem solver, 
knowledgeable

Having children go on 
excursions – going the 
extra mile

Truck driving, 
collecting corks Rock climbing

Nicole Bannister Attendance 
officer

Red/Green - Friendly, gets 
on with it, interactions with 
parents, empathetic

Feeling confident and 
competent in current 
roles

Travelled Australia 
for 4 months Camping

Melanie Jones Student 
services 

Green/Blue - Organised, 
gets on with it, quiet 
achiever, knowledgeable, 
follows procedures

All kids are safe Ballroom dancing 
Enjoying 
weekend 
reading

Mary Halliday
Accounts 
Payable / 
Facilities

Green/Red - Keeps others 
on task, organisation, 
empathy, completes tasks

Learning BM role to 
assist and support Walk long distances Anything 

active!

7 Team Profile
Talent Map
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Unacceptable Behaviour

Objective

8 Calling Behaviour Protocol
When All Else Fails
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678 "#9:'9$$8693;'<!&
! Speak to the person to let them know you want to have a ‘success’ conversation
! Make a time within 24 hours to meet at a private agreed location
! Inform the person what the conversation is about, keep the conversation confidential

!"#$ =&';+4,-.'12)'30-4)(5+1,0-

<3#.:9$3*$'()19+.,)(,"5'6),59+3)#")-,+2+'#)1"'%9$1#=).99">)(.-3).'6):,+.83)$%)'++6+6).'6)-,"7"#+)*+.9#*&)"5#1"7+3;

678 "#9:'9$$8693;'<!&
! Articulate the issue – be specific and identify the purpose of the meeting
! Use I statements, questioning and active listening, where possible use data rather than personalising 

the issue
! Come with solutions in mind, invite feedback, and develop next steps for action

!"#$ >&'?+,@A()'10'8)50@4)'B)C1'!1)*5

?*+).(,++6)-,"1+33)#")+31.9.#+)$335+3).'6)$'2"92+)#*$,6)-.,#$+3)$%)#*+)7.##+,)$3)5'.:9+)#"):+),+3"92+6;

678 "#9:'9$$8693;'<!&'
! Clarify that agreement can’t be achieved
! Accept that it’s a process and may take time to resolve and that third party support is required
! Escalate to line manager and follow-up in a timely manner 

!"#$%&'($)*)+,-#,).*
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9 Above & Below
The Line

! Be on time
! Be present and actively contribute
! Celebrate others
! Be open to new ideas
! Come to meetings prepared and organised

! What’s said in the room stays in the room
! Say what you mean and mean what you say
! Stick to deadlines
! Check in with each other to understand 

work pressures

! Taking things personally 
! Devices in meeting 
! Side conversations in meetings

! Unexpected incompletion of tasks
! Avoiding tough conversations
! No ‘carpark’ conversations

West Key State School
Strive to Succeed 

Business as Usual

Non-Teaching Team

West Key State School
Strive to Succeed 
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HPT Pulse: Review & Actions

!"#$$%$&"'(
)*+,-.(/

0#1$2345*+(
)6-.,-.(/

"-7(8$9-8(.*3+ ":8;*3-(< 0-::8+.< 1=54,78$'4,:3;848+. >.:5.8?*8( 2*(@-((*3+ A3.8($B$C@.*3+(

&"' DE$
F*(*3+$B$
C@.*3+

G5(.8:H$
1=,8:*8+@8

!"#$%&'()*+',()#-.

/#01%23432%#+%

',5)34363-(%'-7%

*'()*+',()#-%'(%

8#19:%
IJKD%L MJKNOL

;23'1%<=>*%+#1%1#23%,2'1)(?%)-%(3'6%,5'1(:%

@3A02'1%134)38%#+%B01B#*3C%4)*)#-%D%A#'2*%

)-%',()#-%B2'-:%E2)A-)-A%',()4)(?%,?,23%(#%

6'F)6)*3%$3-3+)(*%#+%(3'6%633()-A*%D%

B1#+3**)#-'2%73432#B63-(:

! Display Team Chart in admin area 
! Implement new activity cycle and 

in particular, buddy check-ins

&"'$JE$
"8:P3:45+@8$
Q8,3:.*+?

>3@*57$"8:(-5(*3+
!=31+#16'-,3%
G337$',9.

@3A02'12?%A)4)-A%

'-7%13,3)4)-A%

+337$',9%8)(5%

636$31*%#+%?#01%

(3'6:

M%KJRL MSKS%L

H*3%#+%7'('%8'22%507723*%(#%(1',9%

B1#A13**:%H*)-A%3++3,()43%B1#(#,#2*%)-%

(3'6%633()-A*%(#%'7713**%5#(%)**03*%'-7%

B1#A13**%*(1'(3A),%)-I0)1?:%J)632?%,?,23*%

#+%#$*314'()#-%'-7%+337$',9:

! Acknowledging others - more 
praise & feedback 

! Implement fortnightly huddles to 
give each other feedback and 
seek assistance on any challenges

&"'$SE$
T8;8:5?*+?
2*;8:(*.H

F*@5:*3-($
1=,8:*8+@8

!=331%&0BB#1(.

;#660-),'()-A%

3++3,()432?%'-7%

#B3-2?%*5'1)-A%

8)(5%636$31*%#+%

?#01%(3'6:

IMK%SL UOKDJL

K++3,()43%(3'6%,#660-),'()#-C%*5'1)-A%

'-7%B331%63-(#1)-A:%H-731*('-7)-A%

,#-+2),()-A%B31*#-'2)(?%(?B3*C%'$#43%'-7%

$32#8%(53%2)-3%$35'4)#01 ,5'1(*%'-7%

B1#(#,#2*%+#1%7)++),02(%,#-431*'()#-*:

! Going well currently
! Start weekly morning tea 

together
! Refer to above and below the line 

chart at the beginning of team 
meetings

&"'$%E$
V3:WXT*P8$B$
V877Y8*+?

CPP8@.*;8$>.5.8(
!L#19MN)+3%D%
L322$3)-A.

/#01%N3432%#+%

*'()*+',()#-%8)(5%

?#01%8#19M2)+3%'-7%

8322$3)-A:
M%KJRL MIKDRL

@3A02'1%$077?%,53,9O)-*:%L3392?%(3'6%

B02*3%8)(5%6#-(52?%*,#13,'17%'-7%A#'2%

*3(()-A:%@3A02'1 (3'6%$0)27)-AC%0*3%#+%),3%

$13'931*%)-%633()-A*:%>-,13'*37%

'8'13-3**%#+%8#19M2)+3%-337*:%

! Use ice-breakers at the 
beginning of each meeting and 
huddle

! Do a quick one word barometer at 
the beginning of each day

! Implement buddy check ins

03778@.*;8$#854$1PP*@5@H$>@3:8 MRKJRL MUKJUL !"#$%&'()*+,(-+.(*#/*+00*1(+$*23#-(2*

12
#854E$CZ4*+*(.:5.*3+ G3+.[E$A3;84Y8: "5:.*@*,5+.(E$M
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