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Designing, creating and managing courses 
on MyPL@Edu 
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Teacher Quality Advisors: 
Rowena Whittle 
Pam Billington 
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COURSE 

Event: 
Feb, 

Blacktown 
Event: 
June, 

Blacktown 

Event: 
June,  

Dee Why 

Event: 
Nov, 
Ryde 

One Course ……..  Many Events 
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COURSE 

Event: 
Feb, 

English 
Event: 
June, 

Science 

Event: 
June,  

Mathematics 

Event: 
Nov, 

History 

One Course ……..  Many Events 
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   Standards 
Staff needs 

 Courses 

Develop new course  -  use Word template from MyPL@Edu 
W

hy
? 

Rationale W
ha

t?
 

Content Ad
ve

rt
 

Describe 

Evaluation W
he

n?
 

Length W
hi

ch
? 

 

Standards W
hi

ch
? 

Syllabus 

Approved      

Developer access required : 
see your Principal 

Developer status required 

+ Event Scheduling 

https://www.det.nsw.edu.au/proflearn/areas/plp/mypl/tut1.htm
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1. Create New Course 

2. Select Course Category 

Course tab – New Course 
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*Macquarie Park 
                           
*Tamworth &     
Coffs Harbour 
 
*Dubbo &   
Wagga Wagga  
 
*Ultimo 

● Macquarie 
Park 

● Tamworth 
and Coffs 
Harbour 

● Dubbo and 
Wagga 
Wagga 

● Ultimo 
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Course tab – New Course 



Name of school,  
school address 



Brief Rationale for Course or Program 

2 or 3 sentences indicating WHY 

Outline of Content 

Could refer to content in each session – if course or 
programs is submitted to be registered course 
materials are required e.g. ppt, participant 
workbooks, reflection journals, handouts, facilitators 
notes 



CONTENT 1 
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Use Word template for course creation 

Typing immediately into online MyPL  
will not indicate typos or grammatical 
inaccuracies 

https://www.det.nsw.edu.au/proflearn/areas/plp/mypl/devanddel.html


Brief Description of Course or Program 

 

 ‘Advertisement’ for your Event (not the Course) 

‘Advertisement’ is what appears on the ‘Enrol in 
Event’ page 
 
(what participants will read to find out about the 
content in your course) 



Outline of Delivery Strategies 

How will it be implemented?  

Consider personnel who will deliver as 
well as delivery mode e.g. face to face 
or facilitated online – adobe connect 



Outline of Assessment Strategies 

(essential for Registered courses) 

What will participants do to demonstrate their 
professional learning? How will participants be 
assessed as having completed task(s) and course? 

Evaluation Process for course 

 

 Example:  Online via MyPL@Edu 
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Course tabs –  
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Professional Learning Priority 
Select ONE Priority area  (more than One is not essential) 
 
Available to DET employees only? 
 
Target Group 
 
 
 
 
MaximumParticipants 
Minimum Participants      ……..  Must differ 
 
 
Proposed Cost   ………   
Anticipated cost (Actual cost will be indicated in Event details) 
 
 



 
6 

6 

7 

5 

5 

4 

4 

37 focus areas 
and standard 
descriptors 

NSW Institute of Teachers Australian Professional Standards for Teachers Pg 4  

Australian 

Explanation of each domain  

Australian  Professional 
Standards for Teachers  p5 
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Standard 3 (7 descriptors) 

Plan and Implement Effective Teaching and Learning 

3.3.2 Select and use relevant teaching strategies to 
develop knowledge, skills, problem solving and                 
critical and creative  thinking  
 

Focus  

Using teaching strategies 
descriptor proficient 
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Proficient 
5.1.2 
Develop, select and use informal and formal, diagnostic, 
formative and summative assessment strategies to assess 
student learning 
 
5.2.2 
Provide timely, effective and appropriate feedback to 
students about their achievement relative to their 
learning goals. 
 
5.3.2 
Understand and participate in assessment moderation 
activities to support consistent and comparable 
judgements of student learning    
 
 

5.2.3 
Select from an effective range of strategies to provide targeted feedback 
based on informed and timely judgements  of each students current needs 
in order to progress learning. 
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How this Course or program addresses 
this Standard 

Describe what participants will do during the 
course to meet aspects of the standard descriptor 
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You may select additional or create new 
evaluation questions based on five categories: 
 
Course presentation 
Course content and knowledge 
Skills 
Application to the workplace 
Improved student outcomes 
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Online-activity 
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Communicate with the Approver by adding Review Notes 
 

Remember to click Add Note button 
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CREATED, 
APPROVED, 
DECLINED 

Course is read by 
course approver at 
Principal Network Office 

Course status is 
then change to 
APPROVED 

Ready to schedule 
as an Event 
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   Standards 
Staff needs 

 Courses 

Develop new course  -  use Word template from MyPL@Edu 

W
hy

? 

Rationale W
ha

t?
 

Content Ad
ve

rt
 

Describe 

Evaluation 

+ Event Scheduling 

W
he

n?
 

Length W
hi

ch
? 

 

Standards W
hi

ch
? 

Syllabus 

Approved    =   



Scheduling an Event Flowchart 

Deliverer access is required 

Identify the course or program 

Contact the ‘course contact’ to request approval to deliver                                 
the course or program 

Educational Services  Public Schools    
     



Scheduling an Event Flowchart 

Click on Events 

Click on Schedule New Event 

Search for the course or program by typing                
the course title (key words) 

Click on the appropriate course or program 

3 Tabs to be completed: Details - course information 
               Schedule – event information 
               Publication – public or restricted 
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Create the Event  



You must add a dollar 
amount even if it 0 

* Make the appropriate 
selection in the Provider 
drop-down menu 

* If the contact person 
for the event is different - 
amend 

* Add venue 

*Enter any specific 
information for 
participants or to restrict 
enrolments 

*Start and end dates 

* Click add another session 
If there are a number of 
session in the course or 
program. Check all information prior to public 

Click save - created 
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Advertise Event for enrolment 
Send link for participants: 
https://detwww.det.nsw.edu.au/media/downloads/proflearn/secure/link.pdf 
 
Link:   
 https://www.det.nsw.edu.au/docprs/publicViewEvent.do?eventId= NNNNNN 

(add your Event ID code) 

https://detwww.det.nsw.edu.au/media/downloads/proflearn/secure/link.pdf
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Managing the Event: Enrolments  

Confirmation email sent to participants when ‘Confirmed’ 



At the completion of the course and once you have 
received evidence of achievement you can register 
staff as completing the course 
 
Status menu:  
allows you to individualise staff achievement 
 
•Did not attend 
•Complete 
•Did not complete 

Event tab –                              
Post Event  
Management 
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Teacher Quality Advisors 

Macquarie Park 

Anne Palmer           anne.palmer@det.nsw.edu.au          98867017    - Talavera Road 
  
Christie Absalom    christie.zaraftis@det.nsw.edu.au      98867075      - Talavera Road 
  
Pam Billington         pamela.billington@det.nsw.edu.au  92087620      - Nirimba 
  
Rowena Whittle      rowena.whittle@det.nsw.edu.au      92087661      - Nirimba 
  
Lucie Vandeven       lucie.vandeven1@det.nsw.edu.au    43489113      - Gosford 
  
Deborah Murray     deborah.j.murray@det.nsw.edu.au   4348913        - Gosford 
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