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Before School

Respond 1o Emais (most urgent/time. sensitive)

Set Up: I Lesson of e Day

Time Sensitive Task/Special Project
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Prep/Planning Period

Grode: Set Timer to Grode (at least b min)

Copies for Tomorrow

Time Sensifive Task/Special Project

After Schnool

Farent Phone Calls

Respond fo Emails (all messages from last 24 lrs)

Prep for Tomorrow's Meetings/Committees

Prep Lessons for Tomorrow

Grode (set a fimer, and LEAVE when it dings)
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What do I need.to do today,
to be successjul tomorrow?
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www.teachingintherealworH.com
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Before Scnool

Respond to Emails (most urgent/time sensitive)

Set Up: I Lesson of the Day

Time Sensifive Task/Special Project

Prep/Planning Period

Grode: Set Timer 1o Grade (af least b win)

Copies for Tomorrow

Time Sencifive Task/Special Project

After Scnool

Farent Phone Calls

Respond to Emais (al messages from last 24 hrs)

Prep for Tomorrow's Meetings/Committees

Prep Lessons for Tomorrow

Grode (set a fimer, and LEAVE when it dings)

What do I need.to do today,
to be successjul tomorrow?
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WHAT DO | NEED TO
DO TODAY,
TO BE SUCCESSFUL
TOMORROW?
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to do today,
to be successjul
tomorrow?
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WHAT DO | NEED TO
DO TODAY,
TO BE SUCCESSFUL
TOMORROW?
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WHAT DO | NEED
TO DO TODAX,
TO BEC SUCCESSEUL
TOMORROW?
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to do today,
to be successjul
tomorrow?

www.teachingintherea|wor|d.com




Sa_mp|e Daily Schedu|e 8 To-Do List

This samp]e schedu|e and To—Do |_ist are base& ona schoo[ cJay with teacher contractua] hours 0F8 am to 330 pm.
Students are let into the c|assroom at 8:30 am, and are dismissed to go home at 3 pm.
Teaohers are given a 60-minute prep period (assuming no sulostitute coverage is needed). Teachers are a|so given a 30-minute lunch

peﬁod.

130 am Arrive at scihool.

Fil out daly To-Do List (complete this whie o Filing ouf your list daily wil keep you
T30-T40 am || computer is booting up, and enjoying a few sips of focused and on track.

coffee)
T40-8b am Complete as much as my list as possible * trv{;r“lieyiivi?rgz mgrh Wi\w MJFV: dz\\(/).mm
8H-825 am Morning Duty
830 am Students Enfer Classroom

o Use your prep period fo knock things
020120 am Prep Period To Do List off the list. Leave socializing for
unch or after school

o | eof lunch with my team 2-3 fimes a
26-12:45 pm Lunch week. I helps 1o keep my otner free
time availalbe to work on my list

330 pm Afternoon Duty

o The end of e day is when you
need fo kicki info high gear! Triage
your fasks, complete most necessary
fems first.

b4 pm To-Do List

4o LEAVE!l Empty handed, emply fofe bag
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Before School

Respond 1o Emais (most urgent/time. sensitive)

Set Up: I Lesson of e Day

WR: To-Do List, Test Reminder

Whiteboards, highlighters, word wall cards

Time Sensitive Task/Special Project

Cont. GROW/GLOW forms

Edit Parent LeHer (conferences)

Prep/Planning Period

Grode: Set Timer to Grode (at least b min)

Copies for Tomorrow

P/T Conference Leter

Quiz—Unit 3, Lesson 7

Time Sensifive Task/Special Project

Cont. GROW/GLOW

After Schnool

Farent Phone Calls

Jacob-TIEP Appt. Confirmation

Chloe-recess safety

Respond to Emais (al messages from last 24 hrs)

Prep for Tomorrow's Meetings/Committees

Pull data folder-Jacob TEP

Prep Lessons for Tomorrow

ISN notes for math $omorrow: vocab Lesseon 8

write out new word wall cards

Grode (set a fimer, and LEAVE when it dings)
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I have a 24 hr respense policy to emails, T
answer the most urgent emails in the morning.

The rest are tackled throughout the day.

I will write out all supplies needed for the lessens
that day. Each day I write a To-Do list on the
board for students.

Spring P/T Conferences are coming up..

I dont typically spend a lot of time copying, T have
a parent that comes in on Fridays to help with
that (yes even in a title I school). )

I always make parent phone calls right away. It
is better fo rip the band aid off and get it done.

Prepping my ISN notes is an easy way fo allow me
to walk the classroom and check on students as
they copy, it also allows me to make copies of
notes for stsudents who need accomodations.

If there is any extra time after school, I will
grade. You can always squeeze grading in wherever

you can.
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