


Shall we get started? During this workshop I’m going to

show you how you CAN become the early childhood

educator who understands the purpose of each step of

the planning cycle, why we need to follow them and how

to save yourself time by using the tools that work best

with your strengths & service type.

IN THIS

WEBINAR...

….and that means you will no longer need to feel

uncertain or confused about how you can use this

knowledge to write your program and support a child’s

learning journey in the early years.

THE
EMPOWERED
EDUCATOR
BY  JOD IE  CLARKE



FIRST - LET’S

PARTY WITH

POST IT NOTES!

 

To start this workshop I want to walk you

through a simple (and usually fun) exercise

you can do on your own or together with

other educators - this is actually perfect for

the beginning of a team meeting. 

So grab your pen and take some notes then

make sure you give my Planning Cycle Post It

Party a try when this workshop is over (and

don’t let anyone tell you that you can’t party

on your own!).
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PLANNING

CYCLE STICKY

NOTE PROMPTS

 

Observing & Communicating

Goal Setting & Reflecting 

Looking Forward & Planning Ahead

Extending & Engaging

Evaluating & Linking

1.

2.

3.

4.

5.
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PLANNING

CYCLE PARTY

STEPS

 

Grab a few packs of post-it notes & your

fav sharpie or pen.

Set a timer for 20 minutes max then

swap out the Wiggles playlist for your

favourite motivation music and turn that

volume up.

Write down each planning cycle step on

a separate sticky note then add to the

top of a wall, door, board or window.

1.

2.

3.
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Now let loose with your thoughts and

write down every piece of paperwork,

documentation, assessment,

programming, communicating, reflecting

and engaging that you do on a daily or

weekly basis. 

Use a separate sticky note for each one

you think of.





WHAT DOES 

THE WALL 

TELL YOU?

 

When the timer goes off it’s pens down

and time to stand back to review your

sticky note wall.

Can you see any steps that you thought

you had covered but now realise you

need to improve or change?

Can you see any steps where perhaps

you are documenting or trying to include

too much?

Can you see a clear step by step process

that leads you from one step to the next

- something you would feel confident

repeating each week or month?
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WOULD THIS BE

HELPFUL?

 

So easy right? Reflecting on what you are

already doing in terms of your work doesn’t

need to be boring. 

Give me a thumbs up in the comments if you

plan on giving this Planning Cycle Post It

Party a go…
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SAVE TIME 

STEP BY STEP

 
Even though it is a super simple exercise, I

encourage you to give it a go because when

you use it with all of the information you

take from this workshop it will help you to

identify where to focus your attention first

as you build your cycle framework...then

confidently take the actions you need to get

there faster by following your own step by

step process.
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AWESOME! 



















 



NO, NOT TO

DRINK WINE.

…Nowadays whenever educators ask me for guidance with how to

make their planning cycle ‘easier’ that’s what I tell them to do.

To break down the cycle into a visual process that can be followed

on autopilot step by step, day after day, month after month. 

The Empowered Educator | Jodie Clarke



THEN I ASK IF THEY

UNDERSTAND WHY

WE DO THESE

PLANNING STEPS.

 





What do you think it would it feel like to 

have a shorter but more meaningful and useful

planning cycle to follow?

Finally, I ask if there are any parts of their process they could

actually cut out instead of adding in.
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Visual Strategies for Leaders

In the following slides I’m going to share some of the successful

methods and strategies I have used over the years to help me

explain the planning cycle process to educators...
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VISUAL

STRATEGIES

FOR LEADERS

 

Use videos, simple graphics and still

images in presentations instead of just

dot points.
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Visual Strategies for Educators

Some ideas that may help you to learn visually - even

if you are working independently.
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VISUAL

STRATEGIES FOR

EDUCATORS

 

Take notes using different colour pens to

highlight essential information. It helps

you to identify & retain the information.

Organise the information that you want

to learn into graphs, charts or tables like

excel or google sheets instead of looking

at a page of text to read through!
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What your core aim is by providing

these extension activities? (You

might like to reflect on the learning

outcomes and area here)

When you could realistically put this

particular extension into the

program? 

If this extension is a short term or

long term goal?

WE DO WANT TO CONSIDER…
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WHY DO WE NEED

TO REVIEW AND

EVALUATE AFTER

THE EXTENSION

ACTIVITY?

We want to reflect on the activity and

the child’s engagement with it so that we

can easily collect any relevant additional

information (and not waste all of the

work on the other steps!)
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We need to know if there was a progression of the learning

- was my goal for this child reached? How do I know this?

We want to identify whether any other significant learning

opportunities arose. 

We might have noticed a focus on another outcome or

principle that’s important to explore further in future

planning.



Evaluating how a planned extension activity

went is an important step in closing the

planning cycle loop and bringing all of the

information together.

When we try to skip or rush through some of

those steps it makes getting all the way around

without feeling overwhelmed more difficult.
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It’s almost like a loop isn’t

it? Some may say a cycle!

 Each step leads to the next and

each step provides a lift up to the

next step.

PRESENTED BY 

JODIE CLARKE



Figure out what to write for the next step

Form some sort of ‘clear link’ between all the writing

Come up with ideas for our next program

Get unstuck from the black hole of forward planning

procrastination - how do I even extend on this observation?

When we don’t understand the

WHY behind each step we

waste time trying to…



It’s ok to want to complete your planning cycle

faster by skipping a few steps and… we are all

human. 

But here’s the catch... 

...if you continually find yourself wavering on a

wobbly framework when you try to move to

different steps of the planning process, you

need to know that understanding WHY each

step exists is only part of the solution.

IT’S JUST AS IMPORTANT TO

FIGURE OUT YOUR HOW.
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CYCLE CONFIDENCE BOOSTER

SECRET #3 - DECIDE ON YOUR HOW

Determining HOW you will combine and make

use of the different tools, resources and

knowledge accessible to you are what will

ultimately ensure that linking each step of the

cycle together becomes an easier and less time-

consuming task for you.
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I want you to feel empowered as an educator so my goal for you is to first understand WHY

you need something and then be very clear about HOW you will use it... when you have that

information you can then find the set of documentation tools that work for YOU and ditch

the time wasting and excessive writing.

In the next few slides I’m going to show you a few examples of resources,

templates and strategies that I developed over the years from my own

experiences in early childhood to specifically build up my own framework

and help me make sense of the HOW, I have since modified and updated

many of them to help our hub members reach this point too...

without all the trial and error I went through!

I KNOW IT CAN BE MORE

HELPFUL TO SEE EXAMPLES

RATHER THAN A LIST OF DOT

POINTS SO AS I TALK I’LL

SHARE IMAGES WITH YOU...
The Empowered Educator | Jodie Clarke



How will you choose

to document your

observations &

analyse the

learning that has

taken place?
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How will you

communicate and

collaborate regularly

with parents and other

educators and use this

information throughout

your cycle ?
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How will you choose to

document your

observations & analyse

the learning that has

taken place?
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How will you show

evidence you reflect, self

assess and set goals for

improvement

consistently? 

How will you use the

information?
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How will you provide

opportunities to

incorporate the child’s

voice into your

planning cycle?
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How will you record & use

information gathered from

your observations, analysis

of learning and

communication to inform

your forward planning?
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How will you

consistently review 

& assess a child’s

progress on their

learning journey &

share this information

with parents & carers?
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How will you use

the information

gathered from each

step of the cycle to

help you write your

program?
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How will you know if

your forward planning

activities and program

are achieving desired

results/meeting goals?

How will you know if you

need to do more?
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CYCLE CONFIDENCE BOOSTER

SECRET #4 - FOLLOW A FAMILIAR 

FRAMEWORK

 

Take the time to first set up a

realistic and easy to follow

framework that ensures you are

able to routinely cover all steps of

the planning cycle.
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Setting up a planning cycle

framework to follow makes

meeting planning

requirements and writing an

engaging program a simpler,

more effective process that

ultimately saves you time and

boosts confidence in your

skills and knowledge.
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WHY WILL A

FRAMEWORK

SAVE YOU

TIME?

 

You will know what step comes next

and what action to take to meet that

step.

Gives you something to follow that

has been adapted to meet your needs

so it becomes a habit you can create

and stick with more easily.

You will be able to set goals and

allocate realistic timeframes for each

task.

Knowing your process will help you

prioritise and avoid unnecessary

writing.

A framework allows you to visualise all

of the stages involved so you can

organise your folders etc to

correspond.
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WHY WILL A

FRAMEWORK

SAVE YOU

TIME?

 

Your framework will consist of tools

and templates that you feel confident

with using...because you fit the pieces

together while building.

Decreases episodes of procrastination

because you don’t need to figure out

the why and how...you just follow

your steps.

Following a framework provides

opportunities across all steps to

include the child’s voice into your

documentation.

It helps you to make a child’s learning

‘visible’ and ‘understandable’ to

others...including you.
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A realistic planning cycle framework supports

educators to value their time by only using

documentation as a meaningful way to gain a deeper

understanding of each child and how to assess and

extend their journey… it informs your program and

makes it a whole lot easier to write each week.



The alternative is when you are always

struggling to catch up and scramble to get

all of those bits and pieces of

documentation finished just so you can

show someone you ticked off a box or two

and can now get back to the ‘real’ work.

THAT’S WHEN YOU GET

FRUSTRATED BECAUSE

YOU ALWAYS SEEM TO

BE WRITING.
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Yes or No?

I want you to try and imagine the sense of

relief you might feel when you can see a clear

beginning and end that links all the steps

together into a cycle you can repeat

consistently….and you know that it’s not a

waste of your time - there is a clear purpose

to your actions.

Can you see why building your

own framework now that you

know what you need to do,

when and why would make

things a whole lot easier?

The Empowered Educator | Jodie Clarke



The Empowered Educator | Jodie Clarke

HOW DO YOU

TAKE ACTION &

GET STARTED?

 

Create visual tools and attend

interesting training sessions that help

you increase your understanding of

how each step flows and why they

support the development of a program.
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HOW DO YOU

TAKE ACTION &

GET STARTED?

 

Decide on the resources 

you want to use to stock 

your planning toolkit & fulfil

each step.
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How will they connect and support each

other so you are collecting meaningful

information? 

Do they work with your strengths?

Are you able to modify easily if needed?

Do you understand how to use them so you

aren’t wasting time?



The Empowered Educator | Jodie Clarke

Collect information about a child through

observations

Analyse the learning by drawing on your

knowledge and experiences

Plan forward for future learning

opportunities & the prep you will need to

do for this

Engage with the children by using the

activities and experiences you have

planned 

Seek out, listen to and incorporate their

voice into your overall program

Reflect and evaluate practice, program and

a child’s responsiveness.

HOW DO YOU

TAKE ACTION &

GET STARTED?

 

Know how to confidently use

those resources to …
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If something doesn’t work, is taking too much 

time or doesn’t feel very meaningful to you, it’s time

to modify, change or make a small tweak.

Write or draw the steps of your planning

process out (including every little piece

that you need to strengthen your

framework -  don’t just write the step!)

then go and try it out for at least 2 cycles.
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Those variables aren’t your excuse to hold back 

on building a framework or core process you can use

for many years, they are simply procrastination

triggers and they aren’t helpful to you.

WHAT IF I CHANGE MY ROLE, WORK

WITH A DIFFERENT AGE,

FOLLOW/DON’T FOLLOW THE EYLF?
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I’m going to take you on a quick walk

now through the planning cycle

framework that has worked for me for

many (many) years and that I teach 

in all of my online workshops and

mentor sessions.



STEP 1

Observations
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STEP 2

Communicate
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STEP 3

Reflect &

Analyse
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STEP 4
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USE YOUR

ANALYSIS

ADD TO

FORWARD

PLANNING

RECORD

Forward

Planning

PLAN 

EXTENSION

ACTIVITIES

ADD TO

PROGRAM



LINKING

ORIGINAL

OBSERVATION

FORWARD

PLAN

FORM

Extension

Activity
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Program

Focus Box

Evaluate &

Date



Isn’t it exciting when 

you finally see how this all

comes together?
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An educator recently attended one of my

other planning workshops and asked me

afterwards if some of the real observation

templates and forward planning examples I

had used on the slides were still ‘relevant’

because they were dated 2010 and 2014.

Perhaps you would have asked the

same question? Understandable to reflect on but I think this

educator was a bit surprised when I said the

ones I was using in 2005 would also be

relevant for use with the EYLF. 

That’s the beauty of having a framework in

place that can be tweaked when needed but

doesn’t require you to start from scratch

every time there is a change to a framework

or shift in service delivery.



This wasn’t a silly question by any means but that’s my point…

why are so many educators made to feel like whatever they are

currently doing isn’t quite good enough? 

That they constantly need to change and update everything just

to keep up and continue to meet current planning requirements?

I know what you’re thinking. It’s probably what you have been

told you need to do.

BUT LET ME ASK

YOU THIS...



YOUR PLANNING

CYCLE DOESN’T NEED

TO BE PERFECT - IT

JUST NEEDS TO WORK

FOR YOU... NOT

AGAINST YOU.

Does it make you feel uncertain to see what
others are doing and lead to you wasting time
worrying about how you are supposed to
make that work for you too?

What if you instead focused your time

on understanding their purpose,

setting up, then following the same

steps everytime that already

incorporated the tools that work best

for you?

If, instead of stressing about what
you *might* have to do, you just put
your effort into building, tweaking
and confidently following your 
own framework each day, 
week, month?



THANKS FOR

ATTENDING!

PRESENTED BY 

JODIE CLARKE

CLICK ON THE RED BUTTONS BELOW




