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1. Evaluate the workload associated with reporting processes at your school 

For AEU members and sub-branch representatives: Use this flowchart to identify any reporting related workload issues at your school and steps to take to address them. Reporting includes all 
the ways in which the knowledge gained from assessing students’ learning progress is communicated, noting that associated workloads can vary substantially between individuals, workgroups and schools. 
Note: The following pages provide an example of how to evaluate the workload associated with reporting. A similar process can be applied to other professional areas of education work, see AEU’s policies on pg. 2. 
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AEU Assessment & Reporting Policy: 
 
2.6 Schools should have a clearly 
articulated and consistent reporting policy 
which clarifies the purposes of reporting 
student progress and the nature of the 
reports and indicates that student reports 
are confidential documents between the 
school and parents and students. 
 
3.2 The implications for teacher workload 
should be a central consideration in school 
assessment and reporting policies and in 
any statewide mandated policies. An 
appropriate workload impact statement 
which incorporates and addresses 
industrial and OHS obligations and issues 
should be carried out: 

 to identify the impact of existing 
policy and procedures and ways 
of reducing the associated 
workload 

 to accompany any change to 
policies and procedures 

Is the workload associated with reporting an issue 
for you and/or your workplace? 

 

No further action 
No 

No 

No 

Yes 

Yes Has it reduced workload or limited 
it to a reasonable amount? 

Yes Is the workload associated with reporting covered in 
the Long Term Plan? 

No further action 

No 
Access the AEU’s Assessment and Reporting Policy. 

Access the Vic Department of Education’s Reporting Policy 

Contact a sub-branch representative to hold a sub-branch 
meeting. At the meeting, provide members with AEU 

Policy positions 2.6 & 3.2 (see right) and the Department's 
Policy minimum requirements 

 

Yes 
Does your school have a reporting policy which 
includes reducing or limiting workload as a goal? 

Yes Has it reduced workload or limited 
it to a reasonable amount? 

No / Unsure 

Yes No 

Unsure 

No further action 

Has it reduced workload or limited 
it to a reasonable amount? 

Yes 

Speak to an AEU sub-branch representative at your school 
and/or your AEU organiser to get started*. 

*Note: if you are unfamiliar with who to speak to, reach out to the AEU’s 
Member Support Centre for individual support (Phone: 1800 238 842) 

Has your school evaluated the workload associated 
with reporting processes recently, e.g. within 2 

years, or 1 year after policy changes? 

Recommend to the consultative committee that the school’s 
reporting processes be evaluated. Speak to your AEU 

organiser (if needed) about how best to do so 

No further action 
No Is the workload associated with reporting an issue that 

members of the sub-branch want to raise through the 
school’s consultative committee? 

No 

Do the reporting processes at the 
school result in teachers working 
beyond the 38 hour maximum 

when reporting is done? 

Was it agreed that the workload associated with 
reporting will be evaluated through the consultative 

committee? 

No Yes 

Yes 

Go to pg. 1 to evaluate the workload associated with reporting. 
Also see the optional resource on pg. 3 to audit workload 

If not already included, contact your AEU organiser to 
discuss inclusion in the Long Term Plan process for the 

following year 

Contact the AEU for advice. For sub-branch representatives, 
speak to your AEU organiser. Individual members can 

contact the AEU’s Member Support Centre 

AEU VGSA Implementation Guide: 
Refer to Section: Workload, pg. 14.  
 
Clauses in the agreement governing 
workload, along with the excessive and 
unreasonable workload clause (clause 23) 
are all in place to assist in managing 
workload. 
 
AEU’s Member Support Centre 
Hours: 8.30am-5pm Monday-Friday 
Phone: 1800 238 842 
https://www.aeuvic.asn.au/user/contact-us 

No 
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2. Evaluate the key elements of reporting at your school 

For sub-branch representatives: Use this flowchart to identify steps to take to develop or revise your school’s reporting policy, with a view to reducing and/or limiting workload. 
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No – and have not been able to develop/revise a policy 

Agree on a timeframe through the consultative committee to 
discuss key elements of reporting*. Keep a record of core 

discussion points to inform any future evaluation processes 

*also see the AEU’s Assessment and Reporting Policy and the Department 
of Education’s Reporting Policy 

 

Yes 
Implement the policy and associated changes to the 

reporting processes at the school 

Develop or revise a school reporting policy that includes 
reducing or limiting workload as a goal 

Yes 

Evaluate the impact of the changes after an appropriate time 
(e.g. 1 year after implementation) 

Questions that can be used to support discussion of the key elements of reporting, among others: 
 What do we need to report?  
 How are we going to report? 
 What is the most efficient/effective way for staff to report? 
 What are the current workloads associated with all forms of reporting? 
 Are the workloads associated with reporting more burdensome for some staff compared to others? 
 What time allocations and resources are staff given for reporting? 
 
Note: consider using the optional resource on pg. 3 to audit the workload associated with reporting 

No 

Has the school evaluated the workload impact on 
staff after an appropriate time? 

Yes Yes Has the policy reduced workload or 
limited it to a reasonable amount? 

Repeat the process considering another area of workload 
concern for members. 

 
See AEU Policies (see right) for a range of professional issues 

relevant to members 

AEU Victoria Policies: 
 Curriculum development, 

implementation and review 
 Pedagogy 
 Assessment and reporting 
 Technology and teaching 
 School workforce health, safety, 

welfare and wellbeing 
 Statewide standardised testing 

Has a policy, which includes reducing or limiting 
workload, been developed? 

Go to pg. 1 to evaluate the workload associated with reporting. 
Also see the optional resource on pg. 3 to audit workload 

No 

AEU Assessment & Reporting Policy: 
 
Refer to: 
 Section 2. Reporting, pg. 7–9, and  
 Section 3. Industrial requirements, pg. 

10. 
 
Reporting elements covered in the policy 
include:  
 Reporting principles 
 Accessible parent/guardian reporting 
 Reporting to students 
 Digital forms of reporting 
 Continuous reporting 
 Professional learning 
 Statewide guidelines 

No 

Speak to your AEU organiser for advice 

No 

Have the reporting policy requirements of the 
Department of Education and the views of staff 

been canvassed to inform discussions?  

No 
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3. Audit the workload associated with reporting 

For AEU members and sub-branch representatives: This optional audit tool can be used to document any reporting activities you or AEU sub-branch members undertake. Identify any that stand out as:  
1) taking a lot of time to complete; 2) having low value*; 3) both; 4) occurring outside of standard hours of work. Use the completed audit tool to support discussion within your sub-branch or with your AEU organiser  
about potential improvements to the workload associated with reporting. 
 
*Note: Consider low value in terms of different stakeholders and the described purpose of the reporting activity, e.g. written comments in reports may have value, yet don’t meet their described purpose if parents/carers do not read them. 

 
Reporting activity  

Time to undertake the reporting activity? 
(a little, medium, a lot, extremely large; or record hours if preferred)  

Value from completing the reporting activity? 
(low, moderate, high)  

Number of 
staff involved 
in completing 
the reporting 

activity? 

Potential ways to reduce 
workload connected 

 to reporting activities?  

Time 
taken 

Occurs 
within 

standard 
hours of 
work? 

Comments Value Comments 

Collection and collation 
of data for reporting 
purposes 

 
  

 
 

 
 

Preparing end of 
Semester report/s 
e.g. may include writing the 
reports, preparing other 
documentation that forms the basis 
of school reports, related 
administration, supporting others 
to prepare reports, moderation etc 

 
  

 
 

 
 

Continuous reporting  
e.g. 3 or 4 weekly short reports on 
effort, attendance, growth etc. 
May include as above. 

 
  

 
 

 
 

Feedback to students on 
work completed 
Include written and/or verbal  

       

Providing formal 
feedback to 
parents/carers on 
students’ work 
e.g. parent-teacher interviews, 
student-led conferences, three-way 
conferences, etc 

       

Providing informal 
feedback to 
parents/carers on 
students’ work 
 

       

*Add other types of reporting 
here, as needed 

       

 


