When you find yourself STUCK...

ABOVE. THE SITUATION g =
Rt(qomhza ‘

are stuck.
leNTIFY | %

|dentify what exactly is getting in the
way of making better progress

§ RaTEMIZE

Create some “clever systems” to deal with
the problem

f— VALVATE

Evaluate how well your strategi 2 workii
and change them as neeg®

Nawme'|
No.

Eoaail

School

Orade Howeroom

www.homework-organizer.com ¢ © 2007 Gail Epstein Mengel The Homework Organizer by Get Organized! °



now . HHOMEWORK ORGANIZER ET e

(AN GUVIDE YoOU
THE- HOME-WOKK ORGANIZ:E-K can help you the most if you use it correctly,

consistently, and completely. Select the features you want to use (start small —

with one/some that will be most helpful to you), and check them off below.
[For a detailed list of contents, see the Index on the last page]

This assignment notebook contains:

D A FINDE-R SYSTE.M to help make sure you remember—before you leave

school—the materials you'll need to do each assignment (pgs 20-7017)

(K D A LONG TEKM ASS'GNME—NT (IUIDE. to help you finish on tig and

without last minute panic—the assignments that are due a few day: rel
or a month away (pgs 13-14)

M 4 7 DAY FORECAST SCHEDULER to help you | ur time so ye
3

fit in your homework and "extracurricular ‘es (on . ‘anmel nage’,

INSTRUCTION ON HOW_T0 WK A | iECKLISTS eip you stay

organized and focused ot i more in at “To Do's" and not get distracted
by less important t4ags (pz

o\,
] D A TE-A(“E-K TRA. Ot u_know where you can find your teachers

whi need them »gs  -10:

(// j A ST 'D\ S D"\L(TORY of classmates to call when you're stuck
g;

(pgs 10.-709)

-— MI'C- SAVEK KE.(OKD KEHEKS so you know where you stand with your

grade in any subject at any given moment, and you aren't taken by surprise at report

I‘ﬂ &
T card time (pgs 11-12)
T_IT_IT D SUTEKSTRU(TUKE OfTIONS to improve your chances of succeeding even more
(pg 5)
M"Q
: D STMTE-(IY STRA'(IHT TALK tips to help you get and stay organized!
(pgs 8-9)
QQ D HOME—WOKK TH’S for getting your homework started, finished, and turned in

on time (pg 7)
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Assignments for week of Ocrobern 2-6

SUBJECT v %FINDER ASSIGNMENT DUE
MATH & &

Thur
ENGLISH/
LANG. ARTS
Spa-vish ,.4” y = 1 oo Onlit NexT
" NI HONI
LONG TERM Vi # :\

ASSIGNMENT

&, qgn Clothe= f -

~

e Write the 's DA‘lh. at &.c top of the page.
') LChate thetuhit the assignment. Fill in the ASSIGNME-NT with

ific de tails“on the page, the action you need to take and the item
rs tofComplete. If there is no assignment, write “None."”

g rhen write in the day or date the assignment is DUE-.

e In the @FINDE&, circle the materials you'll need to do the assignment.

,:f spiral notebook, € = 3-ring binder, ‘— worksheets, &7= text book)
Check the Finder before you leave school to remind you what to take home.

Add ANYTH'NG LLSE- you need to remember for the next day in

the “Other Things To Remember @ space.

6 When you have finished the assignment, mark the subject's

A (HECK OFF box
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% HOW TO USE THE 7 DAY FORECAST

(On the daily assignment page...)

Go to the 7 DAY FORECAST. MAKE— A fLAN for doing your homework:

e First
! DAY FORECAST
S(“E.DULE' IN MONDAY TUESDAY7 WEDNESDAY THURSDAY FRIDAY SAT/SUN

and/or block out any  gerore BN Sers

activities, work hours, pyrinc Make-Up Test
appointments and
social or family AFTER Yearbook Ciub
commitments from e Teogect
the time schedule. J 4
EVENING Higtory H.W. Babuc S

e Then,
WRITE IN l

your assignment BEFORE Study for Test

BED
where you know it "=20v 10 6o Ml | reaovo co M| reaovroco M| me Ll ° P |
you'll have time to do it (and so that it's done before thé au ).

& TIME TRACKER OFQIN

St-. 31UDIES L6 %é

e Rhs, 0 N | ) i Essay Mo

v, 7 WA
aes

o Gun CloTthes

f —

) -~

E-STIMATE- in your head how long you think the assignment will take to finish.
WR'TE. your estimate in the subject box (where the digital number prompt barely appears).
Consider this estimate when you make your I’LAN in the 7 Day Forecast.

To get even more precise, (HE-(K your estimate against the actual time it took you!
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SUPERSTRUCTURE OPTIONS

In some circumstances more structure can make the difference between a successful and
an unsuccessful student. If you and your parent(s) or teacher(s) think this would make the
difference for you, decide which options below “fit" you and check the ones you'll use.
Modify the agreement as needed.

SUBJECT \/ %FINDER ASSIGNMENT DUE
B e\ =

(1 [2)
, NexT

Spanish | Reseanch Picasso oplive Mo 2P
LONG TERM 4 [ ‘/(
ASSIGNMENT //“ \ (\;/‘f @

% Gyn Clothes | f y

TO MAKE SURE | HAVE WRITTEN THE ASSIGNMENTS (ORRECTLY AND < “TE V¥
AND | HAVE HIGHLIGHTED THE CORRECT MATERIALS TO BR!*'G HOME.

D | will have the TEACHER sign his/her initials in the as. 2nt box after
checking what | wrote.

T0 MAKE SURE | REMEMBERED TO PASS ! Y 1. [ORK:

D | will have my TEACHER sign his/her in. 2 “due” bc . nen | have
passed in my homework.

TO MAKE SURE | REM™  “°ED ALL Th.  ““WORK THAT WAS ASSIGNED.

D | will have my PARE. au ‘X" to Siow that he/she has seen my
assig 't notebook ar,  fi . work to match it. This can also be used as

a teac. rarent “cc ame t space.”

l, (stude tiFagi use the options checked above to help myself be a better student.

I (paren’ wmgree to use the parent option to help my child be a better student.

| agree to use] e teacher option(s) to help my student be more successful. (Teachers' signatures):

Options (circle) Options (circle)
12 12
12 1 2
1 2 12
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>/

A STRATE. " .. ‘a dever
ftess That help( You do
(cwiething better, fafter,
or wiore eafn’\\g.

— Gail Epftein Mengel, Ph.D.
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D (OORDINATE your textbook covers, notebooks, class schedule, and divider tabs

(in your 3-ring binder) to match in color for each individual subject. This will help you

FWb ALL THE MATU\IM—S you need for each subject more quickly.

D When you write down the assignment, remember to include all the details you need to know tog@hit: the

rage, the Action you must take, and the ltem Numbers (a memory trigger is “PAIN"). This witifelp you

START WORKW(I without getting frustrated.

D If you tend to put off doing assignments till the last minute, try this: As soon.« ' get

home, take a step—no matter how small—toward doing the assignment. A small s. 1t be

setting up your book on the table to the right page and putting a hea="" =an your p. ting

short term objectives like this helps you feel as if you have cra® ' the old"” to ¢ ur \

homework. This SMALL STE? will make it easier to get sta. g Y signment.

D Start with a short easy assignment just t¢ irself going, your hardest homework early in your study
routine. Leave simpler work for lag! will\me sier for you SHOALL YOUR HOMEWOKK.

Q\

' D Moo a TIME SANDW, \ate ich time each assignment will take to finish. Look at your

= s
- stud, and after scho ' sci e. M .the assignments to the blocks of time you have and “sandwich"”
them in. Always ¢he stimates aftei vou ti. 'sh to see how accurate you were at estimating and adjust your

ates, if you n_=2d t next time .nis will help you OKGANIZ.E YOUR Tl"f. better.

—
- o only havi ismall b&7Cks of time to do your homework, use the . NIBBLE METHOD Smash your

isignmel ito smaller steps or parts. Nibble away a part of the assignment at a time. Before you know it,

your smai bbles will have finished the whole assignment! This will help you use the time you have more efficiently.

ONE central place where you put it—a special “homework folder" or a spring clip attached to your 3-ring
binder. This will help you FIND YOUR HOMLWORK more easily when you need to turn it in.

D As soon as you finish an assignment, put it immediately in the spot you have chosen. When \

you finish all your homework, be sure to put it into your backpack, and place your backpack by the
door you leave in the morning. This will help you to bring all your homework to school the next
day and SAVL You TlME searching for your school things last minute.

D Set up rewards for yourself (a fun activity, a snack, a TV show) for doing your homework. Realistically
decide how much work you will do before you take a break. After you have finished what you planned to
do, give yourself the reward. This will help LINK SOMETHIN(: fOSITIVE with finishing your homework and

make it a more pleasant task.
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STRATEGY STRAIGHT TALK

/
A STRATEGY {f... a dever (Yftew that helpf You
do fowething better, fagter, or wiore eufﬂ\].
{ l
Throw out every piece of paper You can!
Don't let paper build up. Always be on the lookout for pieces youf< sh. Keure out
and write down the criteria or categories for what you think can be s \O ashed.
These criteria will help you make decisions with less e£4 = For those pe ou kn¢ ¥
you will definitely need to keep, write “SAVE" at . _
the top the first time you handle them. Enigwthe Ise this strate, keeping
good feeling that comes from gettinggia ¢ <""5 ur de< . notc.vok, or
v pac ..ore organized.

excess paper.

> (€4 (¢4
(@p Wﬁtﬂ NEXTI_ —_— L rou leave a multi-stepped task and fill in
SAw) the & «ith the very next step. This helps you

re¢ugnize immediately where you need to begin,
J_I H N ¥, N . . .
@> Usedlils strategy wic - so you don't have to take time "spinning your

la. torwhen witkiiina) o \heels” trying to remember where you left offl
term ent.

W, (vt anywhere, JUST START!

Logk for any 'ng that “calls out to you"
] s y Use this strategy when you need to clean your
and taol know you can start ——
255
4

. room—what “calls out” may be a basket that needs
organi.zing. Once you have crossed the . ) )
Wl , . L emptying, some pencils that need to be put back in a
line" of getting organized, it is much .
. . container, or some books that need to be reshelved.
easier to keep going!

= rovp objectf and papery
ll“to (ﬂtﬂﬂOﬁef... using “containers,” “dividers," or “separators.” These should
be “hard-edged” (for example, baskets, binder pockets, file

folders, pencil holding cans, stacking trays, subject dividers,
shelves, etc.—not plastic bags). Collect things-of-

Use this strategy to separate out supplies in a-kind together and label them with a summary
@ your desk—your writing utensils, art/graphic name or a graphic. Then designate a place for
_" supplies (markers, colored pencils, etc.), paper everything so everything has its own place. This

supplies (graph paper, lined, and blank paper). makes it easier for things to be put back in their
rightful places with less effortful thinking.
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Do all of ome (tep, part, place or ategory at a tiwe...

before you move on to the next one. This helps you feel the gratification and
satisfaction more immediately of having finished something.

Use this strategy for cleaning up your bedroom—pick up all
the things on your floor (place), or put away all the books
(category), or throw out everything that is trash (step).

Set “r a dle(k‘llft Of tkllnﬂf to do ..before you start an overwhelming

job. This helps you stay more
focused as you begin a task that cas
@> Use this strategy to get make-up  be hard to approach. It also g*
7 work done after an absence. you a built-in yardstick to i
your progress with the task.

EXAMPLES

N\
b If You tend to forget thingg,
place them with something you \o
KNOW you will remember to do of "

take with you, or somehow _aifach it.

Vis strau vou d to forget your
g, lothes—; “em on your sneakers
tk~ night beforc ,ou have your gym class.

1 7
Set “r an lf"l""dO“bt \ . aren't stre what to do in certain r
_ituations, set up a clearcut policy
Use L “agy if there 'sa. dov h

for yourself to follow.
@’}5 about w. 1 take a b ~k hume
-
< for the hig. *—The (.i-in-
doubt” 0!, - it home!
/ /
v yoEE ”“() ("em on '(‘) — memory tricks — to trigger memory of a procedure or routine.

@>Try fAlN write the assignment's rage, Action to take,
o

and ltem Numbers to do when recording your assignment.

Mﬂkﬁ aun Orgﬂ“{ztﬂﬁonﬂ‘ rO“tllVle into a habit so that if it is NOT done,

it “feels like something is missing."”
It helps to do the steps of the
routine in the same order each time. This
creates a “chain” memory that triggers
you to think of the next step when you
finish the step just before it.

Use this strategy to get your backpack ready for
EXAMPLES
==/ the next day—put in your homework, books, and
your lunch money in the same order each time.
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f% HOW TO WRITE A (HECKLIST

D SMASH THE- TASK into its smaller bits and pieces.
D SMASH THE- SITS AND “E-(LS into even smaller bits until they

are bite-sized enough to feel do-able. If you can say to yourself, “I can do
that,” you have succeeded in reducing them into small enough steps.

D Use gg%% g %‘ words to guide the exact action to take (ex., read, find out,

finish, write, call, buy, make, figure out, see, decide).

D Decide which, of all the bits and pieces, are the very NE-XT STE-f( Uiz, If the

steps need to be done in a certain order, determine which come first and g e them.

D Write your list with (HE(KSOXE—S so you can check off whenag® 1 finished ea X, or

draw a line through each thing on the list as you do it.

D ;TITLE THE- (”E-(KLIST (Ex., To Do, Projectgl dac rt, Clet Roor

ATTA(H the checklist to you® everyd igr ent pages) easy reference
: f_“: (use sticky notes or a pap

Example: Making up work N ¢ ie.

»  M: B UP WORK SEE HOW 600D
D) rigur gt Pruss avsent IT FEELS WHEN
WL ook alhclass schedule for those dates YOU (&oss
Julmmn e | THNGS ofF

o N YOUR LIST!

() Check Teacher Tracker
() Schedule to see each teacher

D Find out when the wmake up assigaments

We smashed this step
are due.

into even smaller steps.

D Write them in my Homework Orgm\iler
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Max Calculated Letter
Description Score | Value J| Sumof 3 =+ sumof 4 Average Grade

¥

=[G F|S]F=]s]a]al]o]w]t]w]e]—

HEH

SAMPLE
DIRE-(-“ONS‘ o Write the date. e Write the (2.} (3 W 4] (s o O
description of the test or measure, etc. o Record your | pescrption Lscors J it

e

score. 0 Enter how many points this test or measure I 1015 Test—contnents 42100 - o
=10/23 Quiz—Animals of S.A. 7 10 92+110 84 B
was worth. o Find the sum of all your scores in column Bl 11/3 project—Animal habitats 49 50 141:160 88 B+
. . . . + - Uni " .
3 and divide this by the sum of all the maximum values in EM — 221100 — 21
11/26 Pop quiz 4 5 240+265 91 A-
column 4. cThe result of this calculation is your B 125 Notebook check 6 _10 246:275 89 B+
-_—
average. 0 Find the corresponding letter grade that matches this average:
/,
Average required for A= 1 B=_ 1o C=_ 1 D=__
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5 fowrovoa LONG TERM ASSIGNMENT IN 3 STAGES
SL/\[\ K \Y
[ S \\

BANK OF MAJOR STEPS

choose topic
peer edit

write rough draft

'\/‘ brainstorm subtopics

checklists (pgs 15-18) under “Step 1,

SW‘ﬂ‘k each st

Write these everyday

step oWecklist.
/
t to consider the

) Write this number in the box,

Add wp .. TOTAL oeo

estimated days for ALL the steps....

you'll need to

www.homework-organizer.com ® © 2007 Gail Epstein Mengel

outline/web topic
narrow down topic
do research

practice presentation

.... THIS IS HOW MANY DAYS YOU'LL NEED
TO GET THE WHOLE ASSIGNMENT DONE:

read book  revise make visuals/graphics
write final draft
read chapter __
gather the facts

proofread

Pick an invention and describe

its impact on society (see teacher handout)
ATE DUE: October 30th

TOTAL NUMBER OF DAYS: R

[ ] STER | Choose_Topic

fr!r}ﬂhr.l-l:'m
D Find my inventions book

[ ] _Asx parents
[ ] Look around house

(]
=

[ STEE 2 _Do_Research

Everpdioy &choms
[]  Check Internet

[] _Read/highlight printouts
[ 1 Get index cards/write notes
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s@;‘g@c Howtovo A LONG TERM ASSIGNMENT IN 3 STAGES

@ LAV 1 ov A MONTHLY CALENDAR

pgs 102-107

/
Wﬁte .. dne date
on the appropriate month's calendar.

Sunday Monday Tuesday Wednesday Thurs:
(rO“ O“t any days that you ! Ltart: 2
are reserving for other commitments. Choose  Start™ -
h ~ y
Topic Research

Starting with the due date, T 6 7 3 9 10 ;

(O“Mt bﬂ(kWﬂrd‘ Research > —V,-;;h stline K

AN
the total number of days needed = 1
plus 2 extra days 12 ’:SR , 14 : ! / ‘2
; | (o]V %g
(for breathing room!). Drate : / \

i

THIS IS THE “START DATE" R Proof 5 Final ><
FOR THE FIRST STEP! N Read — Draft
28 29 30 3l
| Do LTA
L Visuals Due
/
Wﬁf’ ‘“ the res \of . s steps adording to how many days you estimated for each on your LTA checklist.

&, ANSFER tHIS PLAN onTO YOUR
YAILY ASSIGNMENT PAGES

Over the barely visible word in the Long Term Assignment entry,

WﬁtC the CVC“’M\, ﬂ(tllonf you will take to

make daily progress.

%%M\)&//

LONG TERM
ASSIGNMENT

’/::1 Find My inventions book

YOU DID IT!
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LONG TERM ASSIGNMENT (HECKLIST

ASSIGNMENT Bank of Major Steps
choose topic outline/web topic  read book revise \s
peer edit narrow down topic write final draft
DATE DUE: write rough draft do research proofread read chapter
TOTAL NUMBER OF DAYS: brainstorm subtopics practice presentation gather the facts

make visuals/graphics

[1STER S L IST S
|:| veryday Actions |:| veryday Actions
[] []
|:| Estimated |:|
I:l Days: I:l
[] []

[1STEP 2 — L]ST

P

Estimated
Days:

[ ]
00 o 00000

|:| Everyday Actions
[]
[]
[]
[]
Everyday Actions |:| STE? 9 Everyday Actions
\ == =
[]
|:| Estimated |:| Estimated
I:l Days: I:l ! Days:
[] []
|:| STEr s Everyday Acti |:| STLr lc Everyday Acti
|:| yaay |:| yaay
[] []
|:| Estimated |:| Estimated
I:' ! Days: I:' Days:
[] []
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“TOf <p wavf to know...

It’s TIME

) | _
A « (LEAY 0T
1. The 3 RINGS don't line up anymore ”O“r B uw® g
2.1t “EX{’ LON.S‘” when you drop it!

3. papers keep FALLING ouT
4. You (AN’T FIND what you're How to 5et vo“r‘e‘f

looking for 2 out of 3 times M

..... . Check to see ifa9u are GRAI N your
’:’sm.ﬁr‘ binder's org tion

// 9 Y
’/s Wkﬂf YO“ “ Need’”’ i Has 2 race a, time t@ do it JRE

-
[ A GOOD hole punch that's FUN to use. o 2" CTIVIT

“)\ ok the jobas'  URT, SMALL STEPS
you don't have to do all at one time

[ Sheet protectors for important papers in .
REALLY bad shape Ey

[ Hole reinforcers and scotch tas ko . § bne small place to launch you —
mend torn papers L F 0 (seriously!) see how good it feels to
[ Pocket file foldersg@Mmportant pape have SOMETHING under control
d A good replacemer; s binder -.J'ﬂ Barter with a parent to do it
: -

INSTEAD OF A CHORE
[ At ag (or twil)

[ \ace tawork in

Queftion| to Ask
Your Teacher

"What should | keep? What can |
How “to Start... whatiohanldlicepziaean

“Do you have a SYSTEM | should use to
organize my binder?"

.-} elfe v
comwionfens. :llf youl

o WriTe yourself a CHECKLIST or PLAN OF ATTACK
o Look for what “CALLS OUT TO YOU”

—that you KNOW you can do "What IMPORTANT THINGS should |
o THRow out what is OBVIOUSLY TRASH! keep separate?
(remember to recycle!) “Can you give me EXTRA CREDIT for
o (LeaN out the INSIDE POCKET of the front cover an organized binder?”
o ATTACK the easiest subject to organize “Can | organize my binder INSTEAD OF
o S€P ARATE l00se papers into piles doing a homework assignment?”
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