
HOW TO UTILIZE YOUR PLANNER!
· List class assignments daily (even if there is no assignment).

· Mark due dates for major projects, papers, and exams.

· Plan backwards from major projects and papers.  Schedule time to research and work on small pieces.

· Schedule study time according to test dates.

· Fill in any time that must be allotted to activities such as sports, music lessons, drama practice, tutoring, etc.  

· If you have a job, fill in any hours you know you will be working.

· Schedule personal meetings for clubs, youth group, etc.

· Mark scores received on assignments and tests when work is returned.

· Note teachers’ availability (before school, lunch, after school).

· Create weekly personal and academic goals.

· Write down teachers’ e-mails for contact.

· Write down the names and phone numbers of three students in each of your classes for study buddies or for reference when absent.

· Fill in the school calendar (minimum days and holidays).

· Mark the end of grading periods.

· Write in friends’ and family members’ birthdays.

· Mark important school events, such as Homecoming, Almond Bowl, concerts, the plays, Spirit weeks, canned food drive, and graduation.

· Write in important deadlines for scholarships, applications, and contests.

· Note personal reminders, such as buy poster board, take mom to doctor, or take snowboard to be fixed.

· Mark leisure activities, such as water-ski with family, movies with friends, or paintball with cousins.










