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STUDENT SUBJECT HELPER | KNOWLEDGE BASE UPLOAD PLANNER
Prepare the knowledge base to upload to the GPT
An editable two-page planner for academic teaching staff
	Purpose
Select the smallest set of current, authoritative subject files that will be uploaded to the GPT. Aim for 6-10 files, remove duplicates and make ownership/currentness explicit.
	15 minutes
Output: a checked upload list
for the subject GPT knowledge base



	CORE DESIGN RULE
Upload the source files the GPT should rely on - not every document in the subject. The knowledge base provides facts; the GPT Instructions provide behaviour, boundaries and escalation rules.


MANDATORY UPLOAD SET
	1
CURRENT SLG / SUBJECT GUIDE
Subject purpose, requirements, assessment overview and authoritative subject information.
	2
ASSESSMENT BRIEF(S)
Task requirements, due dates, format, submission and assessment-specific instructions.
	3
RUBRICS / CRITERIA
Upload separately only if not already included in the assessment brief.

	4
AIAS / AI-USE GUIDANCE
Assessment-specific permitted AI use, declaration and attribution requirements.
	5
SCHEDULE + KEY DATES
Current teaching-period schedule, weekly sequence and important dates.
	6
CONTACT + ESCALATION GUIDE
Subject contacts and the approved pathways for extensions, special consideration and other referrals.


OPTIONAL - CHOOSE ONLY IF STUDENTS NEED IT
	USE ONE OR MORE OPTIONAL FILES
• 7. LMS / weekly module map - where students find readings, recordings and activities
• 8. Subject FAQ or glossary - recurring terminology and navigation questions
• 9. Discipline-specific requirements - lab, placement, studio, fieldwork or software guidance
• 10. Orientation / study guide - subject-specific expectations or recommended study sequence
	KEEP OUT OF THE KNOWLEDGE BASE
• superseded or duplicate versions of the same document
• commercial textbooks, test banks or restricted third-party materials unless authorised
• identifiable student work, records or confidential assessment content
• personal, health, placement-client or other sensitive information



	1
	Prepare the upload set
If one authoritative document already contains the rubric, AIAS statement and due date, do not upload duplicate versions. Prefer a smaller, internally consistent knowledge base.




KNOWLEDGE BASE UPLOAD REGISTER
Record exactly what will be uploaded
Complete this table before upload. Save the planner with the subject preparation records; upload the source files listed below to the GPT.
	Subject
	[enter code + name]
	Teaching period
	[enter period/year]

	Owner
	[enter name]
	Review date
	[enter date]



	#
	FILE TO UPLOAD
	M / O
	CURRENT?
	OWNER / DATE
	WHAT THE GPT SHOULD USE IT FOR

	1
	[SLG / subject guide]
	M
	Yes / No
	[name/date]
	[e.g. subject requirements and assessment overview]

	2
	[assessment brief(s)]
	M
	Yes / No
	[name/date]
	[task, due date, submission, requirements]

	3
	[rubric / criteria]
	M*
	Yes / No
	[name/date]
	[explain criteria only; no grade prediction]

	4
	[AIAS / AI-use file]
	M
	Yes / No
	[name/date]
	[permitted AI use, declaration, attribution]

	5
	[schedule / key dates]
	M
	Yes / No
	[name/date]
	[weekly sequence and current dates]

	6
	[contacts / escalation]
	M
	Yes / No
	[name/date]
	[who to contact and referral pathways]

	7
	[optional file]
	O
	Yes / No
	[name/date]
	[purpose]

	8
	[optional file]
	O
	Yes / No
	[name/date]
	[purpose]

	9
	[optional file]
	O
	Yes / No
	[name/date]
	[purpose]

	10
	[optional file]
	O
	Yes / No
	[name/date]
	[purpose]


* Rubric may be omitted as a separate upload if it is already included in the authoritative assessment brief.
	BEFORE UPLOAD
• files are current for this teaching period
• dates and AIAS instructions agree across files
• duplicate/superseded versions removed
• files contain no sensitive or restricted material
• file names are clear and recognisable
	AFTER UPLOAD
• test one question against every mandatory source
• test a conflicting or missing-information question
• confirm the GPT names the source where practical
• confirm it refers decisions to authorised staff
• set the next review date before the next offering


Knowledge-base principle: The knowledge base is the set of files uploaded to the GPT. This planner helps academics select, check and document those files; it does not replace them.
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