Keeping it all organized

Keeping yourself sane and the kids accountable



YOU JUS'I' GOT



http://www.youtube.com/watch?v=xZfn_O4BiJ4

L ean
Darby

darbyl@mdusd.net

13 years of teaching
(12 with activities)

Mt. Diablo Unified School
District



mailto:darbyl@mdusd.net




Google is your friend :) G

Create & have kids sign up for your classroom - you can even invite parents

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

e FEasy to see who turns in assignments on time and which ones are late

e Good for online assignments & things that are typed

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

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



Meistertask is lifel
& meister
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Task management
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0 ASB Projects ~ o 0 Q ‘ Q
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Our ASB officers use —
it daily Friday 2/8

Announcements: Senior Brunch on Monday 2

Madness & Mult rally sign ups through next week, Elective

Rush on Thursday 2/14

e We use it to keep track of our

class agenda each day
o Add announcements
o Todo tasks
o Sent out on Remind each night before
class so everyone knows what we’re
doing
e We all have access and we can all

add items, right up until 8 pm ;)

Checklist ~

4+ Add Checklist ltem

4+ Add Attachment

Activity ~




Other digital organizational tools

e Remind to keep class on track and
infomed
o ASB VP & | have access
o Both scheduled and immediate
Reminds go out

e Social media directors to keep the
student body informed
o Class accounts as well
o | do not run them, but | do have

access &

e | eadership website under construction




Name Grade Lavel

Paper ways to keep us organized

e Self evaluations
e Bi weeklies
e FEvent debrief

e Event planning form

belf-evaluati on

Committee

Bi—u eekly self-reflection sheet Week of:

Name:

Event Planning Form

DatefTime: Location: Fundraiser?
(no calendar conflicts) (check use permit/discuss with YES/ NO
involved parties)

Event Name:

Purpose

Event Description:

Target Audience: (expected attendance) desired attendance #) -will work the event?
-will attend the event?

Expected attendance #: (who will work the event? Who Target attendance #:
will attend the event?)

1. What tasks did you work on during this committee period?

2. What tasks did you work on in your grads lavel during this grading period?

3. Comment on the success and set backs of your grade level and committee work. What went well
and what could be improved upon in your planning and execution of these tasks? Please know
that | will be the only one whe will see this paper so be specific about who stepped up and who
dropped the ball

THIS WEEK'S QUOTE:

Questions:

Circle: Cuesti

Classes/Grades | am proud of/showing

progress in:

How I will keep it up:
.

Grades/classes L am strugling with:

How Iwill work on it
.

Green & Gold
ehosk

* week 1

* week2

Given budget: Expected Expenses (item/estimated price)

Expected profit

Event debrief template

Event debrief basics
After any event we need to write down how we did it 50 we can pass along the information and improve
it in following years. The ittee chair is ible for writing this down in what we
call a debrief. Any leadership student should be able to pick up your event debrief and understand how
t0 be the committee chair for this event

What to write
Once you are ready to write your debrief, look back at the debriefs in the class files that you looked at
the beginning of the committee period. Use that as a guide for the information to write. Did that debrief
give you enough information? If so copy as much detail. If it did nat give you enough detail, write the
type of debrief that you would have wanted, Make sure to include handouts, tickets, pictures, and other
extra items. Your debrief must include as much detail as these categories allow:

® Purpose - What is the purpose of this event? What traditions go with this event?

® Date, time, location - Event date or time frame, start and end time (including set up), lecation

« Budget - Budgeted amount for supplies vs actual amount spent, which account the money was
taken from, ticket sale dates and prices
Contacts - Who did you contact and contact info
The event -Details of how the event was carried out including sign-up sheets, schedules,
timelines, etc. This should be the most detailed section.
Next time — what went well this time, and should be repeated, and what could we do next time if
we had more time, money, or people?

Presentation
All debriefs will be typed in an easy to read 12 point font using black ink. Your debrief should be single
spaced with headings for each category listed above. Headings may be bolded or in a different color



Whiteboard areas for each grade level & committee
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Paper ways to communicate with the student body

e Homecoming calendar of spirit days, lunch

. ey . . 00— v (e
activities, tickets sales & prices, rally days, CLE FOVIV PLREES
: s WEEK OF g[Wer
game, dance, night activities m————
e December calendar of Cocoa & Cramming *_ﬁ':":'_':
days, Holiday project days, Winter wishes, o o e
kindness week activities, & lunch activities :":':'."E:- .."":"E.;‘:‘L:
e Calendar of activities for adults/whole student T e T
. [ WHAT IS BROWN AND & VILLEYBRLL B BENDR
body given out at walk through el -
e Magnet with important dates in our ASB £ NO SCHODL i | “ear m ez
paCkage MONDRY, 873: EPRIT SHRCX LLL BE
LABOR DAY BELLING IN THE OURD ON
UEDNESDRY

e Potty press o— , 5




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