
 
 

USER GUIDE: HOW TO SUBMIT AN ACTION PLAN ON THE REEF 

GUARDIAN SCHOOL PORTAL. 

As a Reef Guardian school member, we encourage you to be an active part of our global 

network of Reef Guardians that proactively undertake actions that improve future outcomes 

for the Great Barrier Reef and reef ecosystems worldwide. 

Once a year we ask you to use the Reef Guardian School Portal to capture the small or 
large conservation actions that your school participates in via submitting an Action Plan. 
Please complete at least one action under any of the C.L.A.S. = S pillars (Care, Learn, Act, 
Share = Stewardship). The Reef Authority uses the information received from Action Plans 
to showcase the collective proactive efforts that Reef Guardian Schools take towards a 
sustainable and resilient Reef.  
 
Please see instructions below. 
 
1. Go to www.reefed.edu.au 

At the top right-hand side of the home page, click on the Sign In button.   

 

This will then take you to the Log in page.  

Enter your Username. This will either be your email, or first name.last name 

Enter in your Password. 

 

https://www.reefed.edu.au/
https://www.gbrmpa.gov.au/2023/ReefEdProspectus/
https://www.reefed.edu.au/


When prompted, enter in your two-factor authentication code and click verify. 
 
2.Once logged in to the home page navigate to My account 
 

 
 
 
 

3. In the My account page, click on the Submit action plan button.  
 
 

 

 

 

 



 

4. This will now display this year’s Action plan. 

 

In the Description – enter in the school’s name and year. 

 

Then scroll through the Care, Learn, Act, Share, Steward sections and select any 

action items that  your school may have completed in the year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Keep scrolling down and selecting any action items that might apply to your school. 

 

 

 

 

 

 

 

 

 



5. Once you have reached the bottom of the form, accept the terms and conditions 

(required). You can either then click on save draft so that you can finish at another 

time or click on Submit.  

 

 
 

 

6. Once you have submitted your action plan, you should receive the following 

message: 

If you would like to download a certficate for your school click on the Resource page 

link . 

 
 

7. This will take you to a certificate of appreciation on the resources page. 

Click on the document link. 

 

 

 

 

 

 

 

 

 

 

 



8. This will take you to the downloads page where you can download your certificate to 

print out and fill in.  

 

  

    

 


