Organization Tips
Best Practices

Use a Frameworks Guide: Ray Henson

Throughout the semester enter all your assignments with a due date, and point scale. It is helpful for administrators.  You may not need to create separate lesson plans.

Each semester you can enter the date you do the activity.  If you don’t do the activity it will not have a date.  You can and will add and delete activities each year very easily.

If your activities do not fit into the frameworks guide you may need to scrap it.  I keep a binder with the frameworks guide.  Behind the guide, I keep my transparencies and one copy of each activity.  Then, if there is any question about what I am doing to cover my frameworks they can see the actual activity for that frame work.  I can easily add or delete an activity each semester.  
Use Bell Ringers: Ray Henson

Quotable quotes to begin each class, terms and definitions, daily objectives.

These get students to have their folder on the desk when the bell rings. You can use the terms as a study guide for unit and end-of-course exams.  If students are absent they borrow a student’s folder to copy the terms and objectives, so they will know what they missed.  Quotes are used to encourage work ethic, attitude, determination, etc.
Use C/O folders with brads: Ray Henson

Students can keep their un-graded work sheets on the left and graded work on the right.  In the brads use a form for writing terms and objectives, a page for login names and passwords for all websites used, and grades, a page for jobs to research and check off.  Purchase folders using a different color for each class and allow them to leave them in class or take them if necessary.
CO Binder/Portfolio of Work: Sharla Hartzell


Each year my students bring me $2.00 for binder materials – binder and dividers. ALL assessments, work, etc, is kept in this binder. I use 8 dividers – one for each unit of the frameworks. I buy the 1” binders when they are really cheap at the beginning of the school year – I buy a different color for each class period and they put their names on the outside spine – makes them so easy for the students to find when they enter class (they are not taken home until the end of the semester).
Color Code Important Papers: Sharla Hartzell – Sharon Clark


Sharon shared this with me and I LOVE it – copy important papers such as your syllabus, classroom procedures, Kuder info, cluster definitions, glossary, ETC. on paper of different colors. When referring to a specific sheet for a lesson, give them the color to find – the gold page with cluster definitions, and so on. A big help for those super unorganized students – and it saves class time....no more waiting on one or two students to find what they need.

Use Career Portfolio Folder: Ray Henson

Keep assessment results like brain assessment, personality profile, interest areas, life and work values, 4-year plan, resume, Kuder assessment results, ACT Explore results, etc.

Filing: Ray Henson

Maintain a folder for each unit with files for each activity as you present it.  You may not be following the frameworks guide in order. Use activities that will combine clusters or units of the frameworks.

Highlighting: Ray Henson

Students love to highlight.  Use self-assessment worksheets that can be highlighted rather than writing answers when possible.  

Project Materials: Sharla Hartzell

To reduce the amount of ‘traffic’ in my room during projects, two years ago I created work boxes for each table. I bought clear storage boxes (about 6” cubes with the removable/lockable lid and handle) and filled each with the basics: scissors, glue bottles/sticks and 2 boxes each of colored pencils, markers, crayons, also pencil sharpeners, etc. I still keep plenty of extras in one location in the room in case they need a specific color or a marker goes out, etc. What a difference this has made in the amount of movement around the room! (Every summer I stock up on new items when the stores run their school supply sales! Small investment with big payoff!)
