

How Can We Help You Become Organised to Learn?
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Organisation Tips and Hints.
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Before School:
 
· Leave enough time for breakfast. You won’t be able to concentrate at school if you haven’t eaten properly.

· Think about your day ahead, have you got everything you need?

· Remember a mid-morning snack, packed lunch.

· Have you got your house key, bus pass, money?

· Are there any special arrangements / equipment today that you need to be aware of, e.g. after school club, forms to be returned, appointment after school, absence notes, diary?
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· Write down all your homework clubs etc in your diary. Remember to collect any sheets you need. If you don’t understand ask someone.

· Make sure you have the phone number of a reliable friend(s) so you can ask later if you’re not sure.
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· Have a drink and snack when you get home.

· Unpack your school bag and check your homework diary.

· Pass on any messages or notes. It is a good idea to set aside a designated area for this.

· Plan your evening. Remember to prioritise your tasks so you meet all your targets. The next section looks at how you can manage your time to do this.
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· Check and pack your school bag for the next day.

· Sort out your school uniform.

· Allow yourself some time to relax and unwind after finishing your homework before you go to bed. TV doesn’t relax you.

General Tips:

· A notice board in your bedroom is a good idea to pin on your timetable, organisation check list and year planner.

· Use the calendar on your mobile phone to set alerts.

· Make sure that all your belongings including your clothes are marked.
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· Plan Ahead: Good planning will save a lot of time in the long run. If you do it right the first time you won’t have to do it again.
· Set Targets: Set yourself realistic targets.

· Give yourself enough time: If you don’t feel rushed you will perform better.

· Learn to say no: Sometimes you will have to say no to people if you are to meet your targets. This can be hard.

· Prioritise: What really needs to be done? Allocate tasks a priority-

High priority- must be done immediately.

Medium priority- can be done in next few days.

Low priority- can be done in next few weeks.

Complete your task based on their priority. It’s easy to ignore the difficult tasks that need to be done.

· Identify your time wasting habits: If you know what they are you are on your first step to cutting them out.

· Divide things up: If you have a huge task to complete, breaking it down into smaller more manageable pieces. Maybe you can work with a friend.

· Finish one job at a time: It’s easy to leave a job half way through and then move onto another one. 

· Help: Don’t struggle. If you are finding things are getting on top of you, ask for help.

	

	
	Put down everything that you can do to help you organise yourself.
	
	
	
	

	
	
	Time
	In the Evening
	Before School
	At School
	As soon as you get home


	
Now it’s your turn. Think of something that you really want to do.


	
	
	
	
	

	
	Specific-What do you want to do?
	Measurable-How will you know that you are on your way to achieving it?
	Attainable- Is it too hard or easy?
	Realistic- Is it something that will be valuable for you?
	Timely- When do you want to do it by?


Year Planner.
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Goal Setting.





Are You Organised?
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