
SAVE YOUR SANITY



Handbook

- Contact info



Handbook

Activities Calendar



Handbook

Contact info within ASB



Handbook

Companies often used

How to use a PO



Handbook

Service hour 

record



Handbook

Mandatory Events record



Handbook

Absence assignment 

~ from class or mandatory event



Handbook

Syllabus



Handbook

Commissioner 

grade form



Handbook

Commissioner 

directions



Handbook

Committee grade form



Handbook

Homecoming dates



Handbook

Homecoming daily 

reminders



Handbook

Homecoming 

class deadlines



Handbook

Homecoming 

Committee and 

event info



Handbook

Teachers 

recognized



Handbook

Lesson materials



Handbook

Often used ASB 

account numbers

Log-in passwords



Handbook

Download and edit from:

https://drive.google.com/file/d/0B6z0B4B5HVLVZXplU2ZrdVpIRDg/view?usp=s

haring



Teacher Planner

~$20, bound at Office Depot



Teacher Planner

- Monthly activities calendar



Teacher Planner

- To do list for activities by month



Teacher Planner

Weekly plan



Teacher Planner

Download and edit from:

https://drive.google.com/file/d/0B8Y3Ah3U_ncUdEMxdnZLUmZ5Rlk/view?usp=sh

aring



Worker calendar



Supervision 

- Swap shifts

- Automatic Reminders



FB group
-2 way communication

-Search function

-Files can be uploaded

-Photos collected for slide show

-Shift sign ups and switching

-Voting

-Social media blasts

-Assignments

-Messaging and phone calls



Calendar meeting

- Mid-February (one month after footballs schedule is released)

- Performing arts, specialized programs, and ASB



Activities Calendar

-Photos from photography studio 

through yearbook

- Activities and Athletics

- Printing Center USA

~ $2 per calendar

Sell as part of package or $10



Supply collection

Avery 55464 labels 

(repositionable is 

key)



Fanny packs

-Scissors

-Tape

-Wristbands



Where are you?

Board for set up



Colored binders per year

- 4 sets

- Club charters - POs

- Boosters -

Supervision

- Fundraisers - Deposit records



Colored folders to bring papers elsewhere

- Principal

- Copy

- Office 

- Banker

- Athletic Director

- Admin meetings

- Business meetings



Number shelves and cabinets

- Same shelves in all 

locations

- Masters kept under 

pile



Storing small things

From home improvement store



Thank You Notes



Forms

Digitize everything!

- Winter wish requests

- Talent show sign ups

- Shirt sizes

- Peer evaluations



Pivot Tables



vLookUps

- Pulls info from other sheets

- Ex: collect shirt sizes



Filters

- Use headers/footers and text boxes for directions, etc.



LOR file

- Use similar recommendations to start

- Bullet point qualities


