Jean’s Organisation Checklist

1. Find out what the department policy is about using draft and neat books, monitoring targets in students’ books, personal spelling routines etc.

2. Draw up a seating plan and copy it for your different classes.
3. Prepare a presentation plate of expectations for the classes you teach – state clearly in this how you expect the students to present work.

4. Create a target sheet to glue into the front of students exercise books.

5. During one of the first lessons create pockets for students to keep personal spelling lists.

6. When you have handed back a piece of marked work teach students how to use the target sheet and take a ‘Target Register’.

7. Before a parents’ evening or writing reports ask students to write down their two targets on an A3 list. 

8. When the marking load looks too heavy. Use make and use checklists to mark their work or for peer assessment.

9. Keep all your resources in clearly named folders in your documents folder.

    Identify colleagues you can talk to, ask for help and enjoy your teaching!
