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	RESOURCE
Priority Matrix Template for Educators


Objective
The Educator's Task Prioritisation Matrix is designed to help teachers and school staff effectively categorise their tasks based on urgency and importance. This tool aids in decision-making and prioritisation, ensuring that time and energy are focused on what truly matters.

	Urgency \ Importance
	High Importance
	Low Importance

	High Urgency
	Immediate Actions
· Marking end-of-term exams
	Schedule
· Replying to non-urgent emails

	Low Urgency
	Plan
- Planning next term's curriculum outline
	Delegate or Eliminate
- Organising classroom supplies




Table Headings Explained
· High Importance & High Urgency (Quadrant 1): Tasks that require immediate attention and action. These are critical for your daily teaching responsibilities or have a significant impact on your work-life balance.
· High Importance & Low Urgency (Quadrant 3): Important tasks that do not require immediate action but should be planned for. These tasks often contribute to long-term goals and personal growth.
· Low Importance & High Urgency (Quadrant 2): Tasks that require immediate action but are not crucial to your main objectives. These can often be scheduled for a later time or simplified.
· Low Importance & Low Urgency (Quadrant 4): Tasks that are neither urgent nor important. Consider delegating these tasks or eliminating them from your to-do list to focus on more impactful activities.

Supporting Notes
· Flexibility: Adapt the matrix according to your specific needs and circumstances. What is considered important can vary between individuals.
· Consistency: Regularly update the matrix to reflect current priorities and deadlines. A weekly review can help adjust your focus as needed.
· Balance: Use this tool not just for work tasks but also to prioritize activities that contribute to your wellbeing and life-work balance.






Using the Template
1. List Tasks: Start by listing all the tasks you need to accomplish.
2. Categorise: Use the matrix to categorize each task based on its urgency and importance.
3. Action Plan: Create an action plan based on the quadrant prioritization:
· Quadrant 1: Do these first.
· Quadrant 2: Schedule a specific time.
· Quadrant 3: Set deadlines for planning.
· Quadrant 4: Delegate or eliminate.
4. Review and Adjust: Regularly review your matrix to ensure it reflects current priorities and adjust as needed.

This template aims to empower educators to manage their tasks more efficiently, contributing to improved productivity and a healthier work-life balance.

	Urgency \ Importance
	High Importance
	Low Importance

	High Urgency
	Immediate Actions
· 
	Schedule
· 

	Low Urgency
	Plan
· 
	Delegate or Eliminate
· 
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