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[bookmark: _Toc118363058]Getting Started
[bookmark: _Toc118363059]PLNTS – Professional Learning Strategic Alignments
	Provider:
	PLNTS

	Duration:
	6 minutes

	Link:
	NT01295

	Description:
	This is a prerequisite course that will enable you to complete any PLNTS course.
The video outlines how the Professional Learning Non-Teaching Staff (PLNTS) team strategically aligns all professional learning resources to key NSW Government and Department of Education priorities, strategies and frameworks.
You only need to complete this course once.


[bookmark: _bookmark2]
[bookmark: _Toc118363060]Statement of Duties
[bookmark: _Toc118363061]Aboriginal Education Officer
	Provider:
	PLNTS

	Duration:
	30 minutes

	Link:
	NT01023

	Description:
	This recording introduces the Aboriginal Education Officer role, by exploring the role description and conditions of employment.



[bookmark: _bookmark3][bookmark: _Toc118363062]Business Manager
	Provider:
	PLNTS

	Duration:
	30 minutes

	Link:
	NT01017

	Description:
	This recording introduces the Business Manager role, by exploring the role description and conditions of employment.
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[bookmark: _Toc118363063]School Administrative Manager
	Provider:
	PLNTS

	Duration:
	25 minutes

	Link:
	NT01019

	Description:
	This recording introduces the School Administrative Manager role, by exploring the statement of duties and conditions of employment.


[bookmark: _bookmark6]
[bookmark: _Toc118363064]School Administrative Officer
	Provider:
	PLNTS

	Duration:
	25 minutes

	Link:
	NT01016

	Description:
	An introduction to the School Administrative Officer role by exploring the statement of duties and conditions of employment.



[bookmark: _Toc118363065]School Learning and Support Officer
	Provider:
	PLNTS

	Duration:
	30 minutes

	Link:
	NT01018

	Description:
	This recording introduces the School Learning and Support Officer role, by exploring the statement of duties and conditions of employment.



[bookmark: _Toc118363066]Role Descriptions
[bookmark: _Toc118363067]Community Liaison Officer
	Provider:
	PLNTS

	Duration:
	25 minutes

	Link:
	NT01020

	Description:
	This recording introduces the Community Liaison Officer role, by exploring the role description and conditions of employment.



[bookmark: _Toc118363068]Farm Assistant
	Provider:
	PLNTS

	Duration:
	30 minutes

	Link:
	NT01022

	Description:
	This recording introduces the Farm Assistant role, by exploring the role description and conditions of employment.



[bookmark: _Toc118363069]General Assistant
	Provider:
	PLNTS

	Duration:
	30 minutes

	Link:
	NT01021

	Description:
	This recording introduces the General Assistant role, by exploring the role description and conditions of employment.



[bookmark: _Toc118363070]Student Support Officer
	Provider:
	PLNTS

	Duration:
	20 minutes

	Link:
	NT01561

	Description:
	This recording introduces the Student Support Officer role, by exploring the role description and conditions of employment.



[bookmark: _Toc118363071]SMART Goals
[bookmark: _Toc118363072]Non-Teaching Staff in Schools (generic)
	Provider:
	PLNTS

	Duration:
	25 minutes

	Link:
	NT01665

	Description:
	Understand the meaning, purpose and structure of SMART goals and how they can be applied in individual and team goal setting.



[bookmark: _Toc118363073]School Administrative Manager
	Provider:
	PLNTS

	Duration:
	25 minutes

	Link:
	NT01711

	Description:
	Understand the meaning, purpose and structure of SMART goals and how it can be applied in individual and team goal setting as part of the performance and development process for a School Administrative Manager.



[bookmark: _Toc118363074]School Administrative Officer
	Provider:
	PLNTS

	Duration:
	30 minutes

	Link:
	NT01735

	Description:
	Understand the meaning, purpose and structure of SMART goals and how it can be applied in individual and team goal setting as part of the performance and development process for a School Administrative Officer.



[bookmark: _Toc118363075]School Learning Support Officer
	Provider:
	PLNTS

	Duration:
	20 minutes

	Link:
	NT01710

	Description:
	Understand the meaning, purpose and structure of SMART goals and how it can be applied in individual and team goal setting as part of the performance and development process for a School Learning Support Officer.



[bookmark: _Toc118363076]eLearning
[bookmark: _Toc118363077]Applying for a SAS staff role	
	Provider:
	PLNTS

	Duration:
	2 hours 30 minutes

	Link:
	NT00822

	Description:
	This eLearning program is designed to assist you to navigate the journey to applying for a SAS staff role. Including locating jobs online, addressing essential requirements and selection criteria, cover letter and building your resume, and the interview.



[bookmark: _bookmark20][bookmark: _bookmark21][bookmark: _bookmark22][bookmark: _bookmark23][bookmark: _Toc118363078]Achieving Team Objectives 
	Provider:
	PLNTS

	Duration:
	1 hour

	Link:
	NT01382

	Description:
	Understand and contribute to team objectives, prioritise allocated tasks and respond flexibly to changing circumstances.


[bookmark: _bookmark29]
[bookmark: _Toc118363079]Applying DoE Policies and Procedures
	Provider:
	PLNTS

	Duration:
	1 hour 45 minutes

	Link:
	NT01381

	Description:
	Describes the skills necessary to: act with integrity and demonstrate compliance with DoE policies and procedures, follow safe work practices and take reasonable care of own and other's health and safety.


[bookmark: _bookmark30][bookmark: _bookmark31]
[bookmark: _Toc118363080]Building Relationships	
	Title:
	PLNTS

	Duration(s):
	1 hour 30 minutes

	Link:
	NT01378

	Description:
	Describes strategies that build positive relationships with customers and apply these to develop relationships that are authentic and supportive.


[bookmark: _bookmark32]
[bookmark: _Toc118363081]Introduction to Science – Part A – SAO – Science Laboratory	
	Provider:
	PLNTS

	Duration:
	6 hours 15 mins

	Link:
	NT01222

	Description:
	This eLearning program is made up of nine modules contained within the following two sections. Working in the Science Laboratory: Module 1: My role as a Science Assistant Officer – Science Laboratory, Module 2: Science, Health and Safety, Module 3: CSIS package, Module 4: Chemwatch for beginners. Periodic Table and Calculations: Module 5: The Periodic Table, Module 6: Calculating molecular weight, Module 7: Preparing a solution using a solid concentrate, Module 8: Calculating the molarity of a percentage liquid concentrate, Module 9: Preparing a solution using a liquid concentrate of a known molarity or concentration.



[bookmark: _Toc118363082]Oral Communication	
	Title:
	PLNTS

	Duration(s):
	1 hour 30 minutes

	Link:
	NT01376

	Description:
	Describes the skills necessary to deliver oral communication and demonstrate these skills in a professional manner to meet the needs of all customers including those from diverse language, cultural, religious, and socio-economic backgrounds.



[bookmark: _Toc118363083]Promoting the School and its Vision	
	Title:
	PLNTS

	Duration(s):
	1 hour 

	Link:
	NT01380

	Description:
	Provides an understanding of: The Strategic Improvement Plan and how it translates the school vision and strategic directions into goals, how school culture is reflected from the Strategic Improvement Plan and how it is closely aligned with department strategic directions and the important role non-teaching staff play in achieving these goals.



[bookmark: _Toc118363084]Supporting Change	
	Title:
	PLNTS

	Duration(s):
	1 hour 

	Link:
	NT01383

	Description:
	Enable participants to engage in change with a positive mindset, support improvement by participating in professional learning and act on feedback.



[bookmark: _Toc118363085]Teamwork	
	Title:
	PLNTS

	Duration(s):
	45 minutes

	Link:
	NT01379

	Description:
	Work with colleagues as a collaborative and supportive team member, creating a working environment of mutual respect and contributing to effective communication, by sharing information amongst colleagues.



[bookmark: _Toc118363086]Technology and Systems	
	Title:
	PLNTS

	Duration(s):
	45 minutes

	Link:
	NT01384

	Description:
	Assists you to: demonstrate effective use of technology understand its application in a school environment actively participate in the implementation of systems improvement and roll-out of new technologies.



[bookmark: _Toc118363087]Written Communication	
	Title:
	PLNTS

	Duration(s):
	2 hours 15 mins

	Link:
	NT01377

	Description:
	Describe the characteristics of well structured, easy to follow written communication and apply these to produce writing in the following forms: general correspondence, permission notes, newsletters, digital content and email.



[bookmark: _Toc118363088]Recorded
[bookmark: _Toc118363089]Assistive Technology
	Title:
	PLNTS

	Duration(s):
	50 minutes

	Link:
	NT00723

	Description:
	A basic user’s guide to Chemwatch GoldFFX. Includes training on searching, creating a Manifest and Risk Assessments.



[bookmark: _Toc118363090]Commitment to Customer Service
	Title:
	PLNTS

	Duration(s):
	40 minutes

	Link:
	NT01712

	Description:
	This session will explore customer service in a school environment and provide examples of best practice in complaints handling and management.



[bookmark: _Toc118363091]Communication
	Title:
	PLNTS

	Duration(s):
	40 minutes

	Link:
	NT01103

	Description:
	Communication in a school can take on many forms. This session provides hints and tips for getting the most from your communication when communicating with students, parents/carers, staff and community.



[bookmark: _Toc118363092]Create a Positive Image
	Title:
	PLNTS

	Duration(s):
	45 minutes

	Link:
	NT00664

	Description:
	A welcoming administration area creates a positive first impression. In this module learn how to develop skills to create a positive image of yourself and your school and understand how appearances impact on school image.



[bookmark: _Toc118363093]Customer Complaints – Role of SAS staff
	Title:
	PLNTS

	Duration(s):
	40 minutes

	Link:
	NT00693

	Description:
	Gain a deeper understanding of the department’s complaints handling processes and learn how best to defuse customer tensions in difficult situations.



[bookmark: _Toc118363094]Develop a Customer Service Statement
	Title:
	PLNTS

	Duration(s):
	35 minutes

	Link:
	NT00665

	Description:
	Learn how to create a school customer service vision and acquire the skills required to deliver excellent face-to-face customer service and deliver on the school’s customer service vision.



[bookmark: _Toc118363095]DoE Priorities and Frameworks
	Title:
	PLNTS

	Duration(s):
	45 minutes

	Link:
	NT01734

	Description:
	This program introduces school support staff to Department of Education key priorities and frameworks to support best practice in schools.



[bookmark: _Toc118363096]Establishing Team Values	
	Title:
	PLNTS

	Duration(s):
	35 minutes

	Link:
	NT01730

	Description:
	This session explores the importance of establishing team values and how these values can contribute to a high function SAS Staff team.



[bookmark: _Toc118363097]Introduction to Growth Mindset
	Title:
	PLNTS

	Duration(s):
	25 minutes

	Link:
	NT01736

	Description:
	During this presentation we explore the difference between a fixed and a growth mindset. We learn how each of us can bring a positive change to our workplace and learn about how important it is to adopt an attitude which leads to life-long learning, job satisfaction and continuous improvement.



[bookmark: _Toc118363098]Introduction to Policy and Procedures
	Title:
	PLNTS

	Duration(s):
	25 minutes

	Link:
	NT01442

	Description:
	Understand the Department of Education's policies, procedures, guidelines and their implementation and how to act with integrity and demonstrate compliance.



[bookmark: _Toc118363099]Keeping Staff Informed
	Title:
	PLNTS

	Duration(s):
	1 hour

	Link:
	NT00685

	Description:
	Learn the intricacies of internal communication, why it is important, the benefits of sharing knowledge and apply techniques for effective communication.



[bookmark: _Toc118363100]Local School Inductions
	Title:
	PLNTS

	Duration(s):
	35 minutes

	Link:
	NT01102

	Description:
	This session will provide you with ideas and guidelines for designing a localised induction program for your school environment.



[bookmark: _Toc118363101]School Plan and School Culture	
	Title:
	PLNTS

	Duration(s):
	40 minutes

	Link:
	NT01443

	Description:
	In this recorded session learn how the school plan is developed, how school priorities are established and how the school plan promotes the school, its vision and culture.



[bookmark: _Toc118363102]Starting Out as a Leader	
	Title:
	PLNTS

	Duration(s):
	20 minutes

	Link:
	NT01733

	Description:
	What is the difference between a manager and a leader? In this session explore key leadership characteristics and how best to develop and apply them in your role.



[bookmark: _Toc118363103]Team Objectives	
	Title:
	PLNTS

	Duration(s):
	40 minutes

	Link:
	NT00681

	Description:
	This module provides a greater understanding of how to contribute to team objectives, prioritise allocated tasks and respond flexibly to changing circumstances.



[bookmark: _Toc118363104]The Art of Delegation	
	Title:
	PLNTS

	Duration(s):
	35 minutes

	Link:
	NT01100

	Description:
	This session explores what good delegation looks like and how best to achieve it. Good delegation gets great results for a team and frees up the leader’s time to focus on strategic issues.



[bookmark: _Toc118363105]Time Management	
	Title:
	PLNTS

	Duration(s):
	24 minutes

	Link:
	NT01441

	Description:
	This session explores time management and how the process of planning and exercising conscious control of time spent on specific activities can result in increased effectiveness, efficiency and productivity within school teams.



[bookmark: _Toc118363106]Welcoming School Environment	
	Title:
	PLNTS

	Duration(s):
	25 minutes

	Link:
	NT01709

	Description:
	This session will support staff to develop an awareness of the first impression that visitors receive when coming into their school and what they can do to improve it.



[bookmark: _Toc118363107]Working Through Change in Schools	
	Title:
	PLNTS

	Duration(s):
	30 minutes

	Link:
	NT01741

	Description:
	This session will be useful for participants for handling changes in their own lives (especially their working lives) and will equip them to help others to better handle change.



[bookmark: _Toc118363108]Written Communication	
	Title:
	PLNTS

	Duration(s):
	1 hour 30 minutes

	Link:
	NT00695

	Description:
	This module helps the participant to understand the need for consistency in all correspondence, understand how to make online communications accessible and understand how to have written communications translated to meet needs of customers from diverse language backgrounds.
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