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Objectives

UNDERSTAND w

Understand the
importance of
staying
organized in your
demanding
environment.

Learn Discover time-
organizational management
techniques to be strategies to
more efficient accomplish tasks
throughout your faster.
busy day.
|

of an Organized Office/Classroom




Workspace vs. Time Management

Time Management Enviro‘nmental
Organization

Understand the Importance of an .
Organized Office/Classroom Z=
Perils of being a "Pilemaniac™

. Think through your
file system

. Label Everything
. Label wires
. Manage cords

. Keep calendars and
important lists in

Office Organization plain sight.

. Put monitors on
shelves

7. Use a spice rack

8. A pegboard and
rolling cart

. Convert a muffin tin
to store odds & ends

. Tame Desk Clutter
with an Undershelf

Office Organization fpgien

. Empty Tissue Box
. Post it Notes

. Address Stickers

. Mittens

. Velcro Your Walls

Our Top 10 out of 100
Ways to Organize Your
Classroom

. Reflections

. Bring Nature Inside

. Save the Brushes

6
7. Reduce Clutter
8
9

10. Match Up

Adapted from:
hitps./ /wwwscholastic.com/teachers/articles/teac
hing-content/100-classroom-organizing-tricks/




Sort your things
Identify what to keep
Make a home for it
Put it in containers
Label

Establish a system

TIME MANAGEMENT Make Your Day Work for You

Create a Master List
Give Yourself a Raise
First Things First

Don't Panic

Prime Time

Get Off the Beaten Path

On the Road Again
Develop Ways

to Stay on Task

CREATING and Using a Master List

Single List of All
Your Work

GIVE Yourself a Raise

Price of Your
Time

y The Source for

Determining
Your Priorities
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DON'T Panic

How Do You Handle
Emergencies?

The Source for




PRIME Time GET OFF The Beaten Path

Using Your Most
Productive Time to Do Your
Most Productive Work

The Source for L

Do Things at Times When
Nobody Else is Doing Them

Sourcefc

ON THE ROAD Again Discover Time Saving Methods

N
e Schedule Time to Work

Date Your Drafts
i
=B

Calendaring

Scheduling Vacations

Staying in Touch When You

Cross Training
Are Out of Town
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Discover Time Saving Methods Discover Time Saving Methods

Calendaring _

_ Scheduling Vacations
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Discover Time Saving Methods

)

‘ CHILDCARE MANAGEMENT
Log In to Begin

Discover Time Saving Methods

Cross Tralnlng l

Discover Time Saving Methods

f
% Schedule Time to Work

Discover Time Saving Methods

B% = DAILY PLANNER
Date:

Greeting / Gross Motor

Centers / Clean / Gross Motor (10 Min)

Large Group
Lunch / Bathroom

Centers & Clean-Up (1 hr) / Gross Motor (10 min.)

Dismissal

Meetings / Planning

Discover Time Saving Methods

eep ¥
10
cedut Usrnv"":e p
x dur de 3 5
el i
please \“"‘: ot this god!
«apie!
s m::nd L
ynder® =

f@l%ﬁﬂt@»@"

~TIME MANAGEMENT

O

Make the Most of Planning Time
Daily Schedules
Weekly Plans

Submitting Paperwork




Time Management Skills in the Classroom

Make the Most of Planning Time

Time Management Skills in the Classroom

Time Management Skills in the Classroom

Weekly Plans

Time Management Skills in the Classroom

Submitting Paperwork

Working with Disorganized
Individuals

How to work with them

The Searcher
The Improviser
The Constrictor

The Hesitator

Working with Disorganized | 4stytesof

disorganization to

Individuals | consider




Focus on their strengths Keep things simple

Document all communication Develop teams/committees

Prioritize Clarify before you delegate

Treat as a valued client

Be a problem solver

Working with Disorganized
Individuals

Working with Disorganized

Strategies Strategies

Individuals

Manage interruptions Beat the
Clock

Give yourself more time to think.

Plan ahead

11 Be concise

Research and suggest tools 4 B8 Quality Time

Time saved at work is time for you.

Working with Disorganized
Individuals

Strategies

Resources
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3. Jacquelyn Smith, Forbes Staff, 17 Tips For Working With A Disorganized Boss from
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https://www.forbes.com/sites/jacquelynsmith/2013/09/26/17-tips-for-working-with-a-
disorganized-boss/#1108b1319805

Top 10 Winning Strategies for Managing Stress in
4. Virginia Foundation Blocks

http://www.doe.virginia.gov/ early-childhood/ curriculum/foundation-blocks.pdf
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The Virginia Early
Childhood Administrator &
Professional Credential
(VA-ECAP)

ONLINE CREDENTIALING PROGRAM
The program s a joint offering with Northern
Virginia Community College (NOVA) that is

ized by NAEYC. Partici
combination of credit hoursand CEUs.

Learn more: https://www.sourceforlearning.org/vaecap/






