|__eave Your C|assroom On Time!

Teacher To-Do ILst

| used to struggle to get out oF my classroom IDG]COI’G dar|< each day; ] was Fee]ing Iournt out,
delfeated, and pu”ed in way too many directions. AFter some deep t'nought, reﬂection an& a huge reality
checl«, | rea|ized that wkat | was doing was not FeasiHe. Not only was | suFFering, Iout my students were
suF\fering too! My Iourn out was a\fFecting my mood, and in turn aFFecting my c|assroom. In truth, staying
late to do a” orthe extras, prepping For tlﬂings that were months down the road, or staying |ate to
socia|ize with co”eagues was not he|ping my psyche or my teaohing in a positive way.

| neede& to set boundaries; | needed togeta lhfe outside oFschoo|; | needed to Find Ioa|anoe. -H]e
one thing that was throwing everything og was the massive amount oF time l spent worldng, Iooth at
home and at sckool. So, | stoppe& taldng WOI’l( home (crazy, | lmow) and | started leaving school at a
normal time. | a”owed myselFto stay alfter schoo| For 60-90 minutes and even with this sckedule | was
sti” Worl(ing anine and a halF hour day. | Ioegan to manage my time at sclnool Ioetter, l started triaging
tas|<s, using a timer, and | lexft the socializing For outside oFthe school campus. | came up with a new
mantra, and | stuc|< with it, and sti” use it to this &ay:

What do | heed to do +oday, to be successful tomorrow?

| changed my thought process to Focusing on the here and now; | started ]iving in the moment. |t Felt
amazing! My mood shhfted, my students were happier—l was happier. And can you loelieve it...| got
everything donel | met every time line and due date; | Found myseH"on trao|<, even ahead, and even my
grading was done (no huge piles on t'ne desk). Tl’liS one si”y question changeJ it a”, and | hope it can do

tl’ue same Foryou.

| have created a printa|9|e to do list, and | hope that you can print this and use it. This list isto Leep you
on tracl«, to keep you in t'ne right mindset—lout most oFa” itisto celelorate and ac|<now|e&ge the
accomp|ishments you have everyday. lsn tit crazy What checl«ing a task oFFa list can do 1Cor your &rive

an& mora|e222

| have inoluded some samples oF how | use the list, | wou|d |ove yourFeedIoacl(, and | hope tlnat tl’uis helps

to get you home at a reasonalole hour.



Teacher TO-DO List Teacher TO-DO List

Before School

L Respond to emai|s (set timer, answer in

order oi‘importance)

O Set up for 1st lesson
l:l

J

3 Time Sensitive TasL/Special Project
|

J

Prep/Planning Period

3 Settimer tngracie (at |east 15 minutes)
| Copies Fortomorrow
J

Time Sensitive TasL/Special Project
|

J

After School

M| Parent Piione Ca”s
|

J

M| Respond to Emails (time sensitive/neecl
immediate attention)
M| Prep For any meetings/committees i[‘Ot’

tomorrow

J

What do | need to do -I'oa/a,y, to be successful tomorrow?

J

D Prep lessons Fortomorrow

M| Grade (set a timer)

@teacningintnerea|vvor|d.com

See you tomorrowl
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O Respond to emails (set timer, answer in

order oFimportance)
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Prep/Planning Period
3 Settimerto grade (at least 15 minutes)
M| Copies For tomorrow
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After School

M| Parent Piione Ca”s
|

a

M| Respond to Emails (time sensitive/neecJ
immeciiate attention)
M| Prep \Cor any meetings/committees iCor

tomorrow

a
a

D Prep ]essons ifortomorrow

M| Grade (set a timer)
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See you +omortrow!
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Teocher TO-DO List

Before Sc;l-\oo\-T‘;‘es 2/4

| Responc) to emails (set timer, answer in
order o{: importance)
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O Settimerto grade (at least 15 minutes)
Q  Copies for tomorrow

Q  Time Sensitive Task/ Special Project
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After School RAGTIB E , wos
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O Respond to Emails (time sensitive/need bﬁm ‘H\\g s ofan

immec)iate attention)

QO Prepforany meetings/committees for
tomorrow

O Dota\doy -Jooh |EP
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What do | heed to do

Q  Prep lessons for tomorrow
O Grade (set atimer)
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Teacher TO-DO List

Before School Wedh. 10/2%

a Respond to emails (set timer, answer in
order oF importance)
O Set up for 1st lesson

O dods

@  Time Sensitive Task/Special Project
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Prep/Planning Period

O Settimerto grade (at |east 15 minutes)
Q  Copies for tomorrow

O  Time Sensitive Task/s ecia) Project
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WIwI'dolneed-fodo-l'oday, to be successful tomorrow?

After Schoodl
@  Parent Phone Calls
a
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O Respond to Emails (time sensitive/need
immediate attention)
O Prep for any meetings/committees for

tomorrow
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Q  Prep lessons for tomorrow

Q G(ade (set a timer)

See you tomorrow!
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