
Keeping it all organized

Keeping yourself sane and the kids accountable
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Keeping 
you sane



Google is your friend :)
Create & have kids sign up for your classroom - you can even invite parents

● You can pre load assignments with the due date/time, points, and any 
associated papers ahead of time

● Easy to see who turns in assignments on time and which ones are late
● Good for online assignments & things that are typed

Google drive is great for organizing files and you can access it anywhere

● Consider having a drive/file that your class can access with a calendar, class 
files and important papers



Meistertask is life!

Task management 
for teams

● On your desktop & on 
your phone

● Can add students, 
admin, other 
teachers, etc.

● Add a variety of 
projects (personal & 
work related)

● Tasks can be short 
term or long term



● People who are on 
the project can set 
up tasks for each 
other & assign 
them.

● You can assign due 
dates, see when 
tasks are 
completed, and 
archive completed 
tasks.

● Add as many tasks, 
people and 
sections as you 
want!



Our ASB officers use 
it daily
● We use it to keep track of our 

class agenda each day 
○ Add announcements
○ To do tasks
○ Sent out on Remind each night before 

class so everyone knows what we’re 
doing

● We all have access and we can all 
add items, right up until 8 pm ;)



Other digital organizational tools
● Remind to keep class on track and 

infomed 
○ ASB VP & I have access
○ Both scheduled and immediate 

Reminds go out

● Social media directors to keep the 
student body informed
○ Class accounts as well
○ I do not run them, but I do have 

access

● Leadership website under construction



Paper ways to keep us organized

● Self evaluations

● Bi weeklies

● Event debrief

● Event planning form



Whiteboard areas for each grade level & committee 



Paper ways to communicate with the student body

● Homecoming calendar of spirit days, lunch 
activities, tickets sales & prices, rally days, 
game, dance, night activities

● December calendar of Cocoa & Cramming 
days, Holiday project days, Winter wishes, 
kindness week activities, & lunch activities

● Calendar of activities for adults/whole student 
body given out at walk through

● Magnet with important dates in our ASB 
package

● Potty press



In the successful organization, no detail is too small 
to escape close attention.    - Lou Holtz


