Organization Skills:
Tips for High School Students
Goal Setting

· What are your short and long term goals for school?  


· Keeping these goals in mind, are there certain prerequisites (courses, exams, number of credits, etc.) you still need to earn before moving onto the next step in your plan for academic success?  
Plan your schedule, study time, and coursework accordingly. 

· Are you willing to spend some time in forming a plan to improve your study? 

Organizing Goals

· Prioritize and write down all of the goals you have created for yourself. 

· Set specific letter grade goals for each class and write them down where you will see them often.

Day Planner

· Use a day planner with a calendar and space for homework assignments. 

· Record assignments in your calendar or planner, so you can manage your homework time at a glance. 

· Make a note in your planner of all due dates for long-term projects and dates of tests. 

· Even when no homework was assigned, take note of what happened during the period.

Keep a Calendar

· Keep an up-to-date calendar of all assignments, projects, and meetings. 

· Pretend deadlines are sooner than they really are so you can get work done ahead of time. 

· Create a prioritized schedule including all work, extra-curricular activities, and study time. Be sure to follow it and factor in extra time!
Notebooks

· Label notebooks with pockets and dividers for each subject.  Color-coding notebooks for each class is helpful.
 

· Create a place to keep all assignments for future study or reference (midterm tests and final exams).

· Write down each assignment in the appropriate subject notebook. 

· Make sure all old papers (post-test) are removed from your folders/notebook, book bag, and locker on a weekly basis.

· Don’t throw away returned assignments and papers!  Organize them at home.  They might be useful in the future.  Develop a simple and user-friendly home filing system for your school work.

· Keep track of your graded work and your grades.

· Post-in notes can be helpful, but don’t use too many of them.  Your papers and notebooks can look cluttered, make your mind feel cluttered, and result in unnecessary recopying of notes and lost post-it notes which may contain valuable pieces of information on them.

Getting Things Done

· At the end of the day, prioritize your assignments and complete them in order from most to least importance.  Remember, it’s human nature to want to do what is easiest for us first.  Then we’re mentally drained when the more difficult and/or less favorable task is tackled. 

· Check off your assignments as you complete them.  Break down large assignments and projects, perhaps even smaller ones.  (i.e. read selection, take notes, review notes, answer questions)  

You gain a sense of accomplishment when you can check off items as you progress, and you’re more organized so that you know right where you left off when you return from dinner, sports, or a phone call. 

· Put all finished work in a safe folder that you always carry with you.
Keep Track of Assignments 

· Daily Assignments 

· Record assignments in agenda book or a Daily Assignment Log 

· If thoughts often run through your mind as you are reading or studying (distracting you from your main goal of getting your assignment completed and fully comprehending it), you may want to keep a separate notepad by you for “distraction, yet important thoughts and reminders”, such as a reminder to return a phone call).  


· You may also try to break down each day on your agenda into quadrants or halves to separate school, after school, and personal activities (i.e. dry-clean band uniform or dress) and lists of “to do” items.

· Write down all subjects each day in your planner. 
(Write “none” if no assignment was given in a particular class.  This way you’ll know you didn’t just forget about this class.) 

· Include daily tasks for long-term assignments such as Senior Projects.

· Prioritize homework assignments and Study Activities

· Create a schedule

Personal Directory

· Obtain phone numbers of two people in each class

· Call to verify an assignment.  Even if you accidentally left your school bag somewhere, you can still arrive at school the next day, homework completed, fully prepared for class that day.

· Call to get homework when absent.

· Call to compare answers and/or to get help.

· Each teacher has different assignments and expectations, so don’t fully rely on a good friend in a different class for homework clarification and reminders.  Make contacts in each of your classes, and write down their contact information (names and phone numbers).
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