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What is the difference between

 

LEADERSHIP 

and

MANAGEMENT?



People need LEADERSHIP

….everything else needs to be managed



What do people look for in their leaders?



What do people look for in 

their leaders?

TRUST

COMPASSION

STABILITY

HOPE
Gallup, 2022, Strengths Based Leadership



People are NOT motivated by pessimists
Robert Iger, CEO Walt Disney



Proactive 

&

Organised

Reactive 

&

Last Minute



Only three ‘initiatives’ (Big Rocks) per year

Clearly and consistently communicated

Progress monitored - Traffic light system



Confront the Brutal Facts
Lead with questions, not answers

Engage in dialogue and debate, not coercion

Conduct autopsies without blame

Build red flag mechanisms that can not be ignored



Paint a picture of what it will be like after the change

What is your compelling reason for the change?



Vision without action is a dream.

Action without vision is a nightmare.

Japanese Proverb



Sins of 
LEADING Change 



 Failure to prioritise

 People are NOT held accountable for changing

 No compelling reason to change

 Poor planning of change

 People changing are not involved in planning

 People’s concerns are NOT surfaced 

 Announcing is NOT the same as implementing

7 Sins of LEADING Change 
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Ensure your goals are clear 
and your actions aligned to them



A Priority Plan is a term-by-term extraction from 
your Yearly Goals that identifies 

the actions necessary in implementing change. 

It defines the high-level actions needed 
to arrive at the desired outcomes.





1. Take out your yearly goals

2. List your top priorities for each term in 5 or 6 bullet points

3. Spell out the key actions required to achieve the priorities

4. Spread out your key actions across each 5 week period

5. Display your plan and highlight your progress

Making a Priority Plan

If you feel really stuck, ask yourself to complete this sentence: 

“This term will be successful if _____________________”



You should meet with…

Anyone you manage

Your own supervisor

Leadership Team

Project Teams



Setting up the 

One-on-one meeting agendas….

48 hours before meeting, team member sends agenda to leader

24 hours before meeting, leader reviews agenda and replies with additions and 

questions

Team member updates and finalises agenda and brings to meeting

Team member and leader agree at beginning of meeting what is most important 

and what could get cut if needed



Regular one-on-one check-in agenda….

Revisit previous next steps / Status updates (2 minutes)

FYIs (3 min)

Deep Dives and / or Project Feedback (15 Minutes)

Review of Priorities for the Next Month (5 minutes)

Quick questions for each other (3 minutes)

Summarise Next Steps (2 minutes)



Are your MEETINGS a good use of people’s time?



Align your meetings
Make a Meeting Matrix

Determine whom you meet with, when and for what purpose

Decide on standing agenda items 

Set meeting preparation expectations







Role clarity is vital



It is vital that leaders are CRYSTAL clear!

Describe exactly what you 
want the person to 

accomplish in their role

It is not a job description but rather a set of outcomes 
and competencies that define a job done well.



components of role clarity

Mission

Outcomes

Competencies

Executive summary of the job’s core 
purpose 

- written in plain english, not 
gobbledygook!

Clearly describe what the person needs to 
accomplish in the role - what MUST get 

done

Skills required by the person in fulfilling 
the role and achieving the outcomes



components of role clarity
Mission

Executive summary of the job’s core 
purpose 

- written in plain english, not gobbledygook!

Short statement - 1 to 5 sentences that 
describes why the role exists.

Easy for everyone to understand - no one 
needs to ask clarifying questions



components of role clarity

Outcomes
Clearly describes what the person needs to 

accomplish in the role - what MUST get done

Ideally 3 to 8 outcomes, ranked by order of 
importance

MissionExecutive summary of the job’s core purpose 
- written in plain english, not gobbledygook!



components of role clarity
Mission

Outcomes

Competencies

Executive summary of the job’s core purpose 
- written in plain english, not gobbledygook!

Clearly describe what the person needs to 
accomplish in the role - what MUST get done

Flow directly from Mission & Outcomes

Role based competencies required in 
fulfilling the role and achieving the 

outcomes
Add competencies required for culture fit



How effective is YOUR Leadership Team?





•SHORT, SHARP videos 

•Specifically for leaders and aspiring leaders in schools

•Practical and actionable strategies to enhance leadership capabilities

•Increase clarity and alignment

$190 + gst per session OR

$390 + gst per term OR

$1190 + gst for 12 months



Time is a valuable commodity



Busyness - does NOT equal “success”

Actions - do NOT equal “results”

Working long hours - does NOT equal “good at your job”



What would I need to accomplish today 
to feel good about the day?



At the end of the day, 

recognise what you HAVE done, NOT 

what still needs to be done!



What’s the most important thing 

I can be doing with this time

I have available?



Treat your desk as Prime Real Estate



Set limits!



Buried in Email?

Email is addictive

It sabotages your priorities

View 3 times per day

Schedule these times

Only open when you have time to respond 

Use folders and settings 

Takes discipline



Two TO DO Lists

• Daily

• Master



Prioritise
• Write your TO DO list

• Use Urgency and Importance to allocate - A, B or C

★ A    High priority must be done today

★ B    Should be done today

★ C    Low priority - not essential today

• Prioritise the sequence of the A’s and B’s

• Start with  A1



Delete , Delegate, Do it now OR Decide when

Write newsletter
Prin Report for P & C
Check e-mail
Read mail
Call Mrs Smith
Approve payments
Comment on Director’s PD proposal
Book supply teacher for Tues
Comment on new maths program
Order cleaning supplies
Call Helen to check she’s getting better
Send flowers to Helen
Read Auditor’s report
Choose paint colour for staffroom



Delete , Delegate, Do it now OR Decide when

Write newsletter
Prin Report for P & C
Check e-mail
Read mail
Call Mrs Smith
Approve payments
Comment on Director’s PD proposal
Book supply teacher for Tues
Comment on new maths program
Order cleaning supplies
Call Helen to check she’s getting better
Send flowers to Helen
Read Auditor’s report
Choose paint colour for staffroom

B
A
A
C
A
B
B

C

B

C



Delete , Delegate, Do it now OR Decide when

Prin Report for P & C
Check e-mail
Call Mrs Smith
Write newsletter 
Approve payments
Comment on Director’s PD proposal
Call Helen to check she’s getting better 
Comment on new maths program
Read Auditor’s report 
Read mail 
Book supply teacher for Tues
Order cleaning supplies
Send flowers to Helen
Choose paint colour for staffroom

A
A
A
B
B
B
B
C
C
C



Delete , Delegate, Do it now OR Decide when

Prin Report for P & C
Check e-mail
Call Mrs Smith
Write newsletter 
Approve payments
Comment on Director’s PD proposal
Call Helen to check she’s getting better 
Comment on new maths program
Read Auditor’s report 
Read mail 
Book supply teacher for Tues
Order cleaning supplies
Send flowers to Helen
Choose paint colour for staffroom

A2
A3
A1
B2
B4
B3
B1
C
C
C



Delete , Delegate, Do it now OR Decide when

Call Mrs Smith 
Prin Report for P & C
Check e-mail
Call Helen to check she’s getting better 
Write newsletter 
Comment on Director’s PD proposal
Approve payments
Comment on new maths program
Read Auditor’s report 
Read mail 
Book supply teacher for Tues
Order cleaning supplies
Send flowers to Helen
Choose paint colour for staffroom

A1
A2
A3
B1
B2
B3
B4
C
C
C



List tasks to be done

Prioritise A to C

Decide sequence of A’s

Try making a 

REAL 

priority list



Multi-tasking is slower
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• Choose ONE task

• Set a timer for 25 minutes

• Work on this ONE task until the timer goes

• Take a 5 minute break

• Repeat

Try the 
Pomodoro Technique



Having good intentions isn’t enough

It’s behaviour that counts

What are YOU going to DO differently?
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