ORGANIZING YOUR

LIFE

Tips for the Multigrade

leacher

BY NADINE HAYES MESSER

nce the school year begins,
I feel as if I'm on a merry-
go-round that won’t stop
until June, and I can’t seem
to get off,” I recently told a
friend. Perhapsyouhavefelt
the same way. Just when does a teacher
have time to get organized—especially if
you teach several grades, and serve as
the principal, secretary, and janitor?
Managing your life can be an over-
whelming task, buthere are five steps that
may help you to utilize your time better
while possibly even reducing stress: plan,
simplify, organize, delegate, and maintain
balance.

Plan

Getaplanning notebook or calendar.
Many types of handy organizers are
available at office supply stores. A plan-
ning notebook should contain space for

notes, an appointment calendar, an address section, and
helpful charts. Tusea 5 1/2 x 8 1/2-inch three-ring binder
with tabbed dividers for categories such as lists, menus, and
addresses. Some electronic planners are available, too. The
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best ones store hundreds of names and
addresses as well as appointments and
memos. Marilyn Cooley suggests using a
notebook for addresses and birthday and
Christmas card lists.! You can carry this
small notebook or planner with you to
and from school.

Or you may prefer to post a large
yearly calendar on the wall of your office
or home. You can write in birthdays,
medical appointments, workshops, pay-
mentdeadlines, reunions, and church and
school events. This chart gives you an
overall look at the year in advance.?

Another planning essental is the fa-
miliar “to-do list.” Compile yourlistona
pocketplanner or spiral notebook, rather
than on slips of paper that can easily be
lost. Some time management experts
suggest thatyou spend time each evening
outlining the things you need to do the
next day.* Time management specialist

Dru Scott maintains that “regardless of your individual cir-
cumstances, every good morningstarts the night before.” It’shelp-
ful to prioritize the list so that you can do the mostimportant
items first. You could even divide your list to match segments
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of your day: before,
during, and after
school.?
It is helpful to
make up a daily
schedule, listing the
order in which you
do your tasks. This
saves time because it
prompts you about
which task comes
next. Keep the
schedule general,
leaving room for
flexibility.
If you have
trouble  getting
started in the morn-
ing, itmay be helpful
tolayoutyourclothes
the night before.
Lunches can be
preassembled and
refrigerated. Break-
fast preparations,
such as setting the
table or mixing fro-
zen orange juice, can
also be done the
evening before. Pre-
pare early, so you
don’t begin the day
rushed and frus-
trated.
Plan ahead for
Sabbath by making
your preparations
throughoutthe week.
Even though school
is dismissed early on
Friday, you won’t
enjoy the Sabbath nearly so much if you
frandcally rush home to clean house, do
baking or laundry, mow the lawn, and
wash the car. Schedule some of your work
for Sundays and weekday evenings so you
can experience the calm, restful Sabbath
that God invites us to enjoy. Planning is
the key.

Simplify

After years of collecting pictures, ar-
ticles, and other materials that might
someday be useful in my teaching, I de-
cided tosimplify. How? By throwingout,
giving away, or selling excess items. You
may want to do the same. After all, how
many egg cartons and oatmeal boxes do
youactually zeed in your supply cupboard?

Youalso have to guit collecting. Don’t
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just throw things out—stop saving them,
as well. Prevent some of the piles from
developing by sorting your mail when it
arrives. Donations of used items can be
graciously declined or passed on to an-
other organization if you do not need
them.

Put an end to clutter.* Have a filing
cabinet for really important articles, and
file them promptly. Put useful catalogs
behind labeled dividers. When a new
catalog arrives, file it immediately and
discard the outdated one. Discard cata-
logs that you cannot use, and ask to be
removed from the firms’ mailinglists. Do-
nate old magazines to the local library,
prison, or laundromat.

Be selective about extracurricular ac-
avities for your class. Consider forgoing

fund-raising activi-
ties unless you have
excellentHomeand
Schoolorvolunteer
parent help. Work
with your pastor to
see if some of your
programs could be
combined with
other church func-
tions, such as hav-
ing Investiture with
a vespers, church
service, or gradua-
tion. Especially in
the busy final
months of the
school year, limit
the number of pro-
grams.
Athomeyoucan
simplifyyour menus
and meal prepara-
tion to save extra
minutes as well as
energy. Buy lunch
supplies and other
groceries in larger
quantities so you
don’t need to make
extra stops at the
store during the
week. Set up a
lunch-making cen-
ter in your kitchen:
a drawer or cup-
board whereyou can
store lunch bags,
containers, napkins,
plastic spoons, and
non-perishable
lunch foods. You may wish to buy foods
that come in individual serving sizes, as
well.

Constantly seek ways to simplify and
streamline your life—eliminate unneces-
sary work, programs, activities, and mate-
rials. Barteryour skills for neededitemsor
services—if you are a good mechanic and
have an ardstic neighbor, offer to fix her
car in return for her designing a bulletin
board for your classroom.

Organize

During yourworking day, try to group
similar chores together’—making phone
calls, typing letters, duplicating materials,
running errands, meetings and visits with
parents. Utlize quiet time for planning,
correcting, and other tedious work with-



out being interrupted. Be aware of inter-
ruptions by others or yourself, and try to
take measures to prevent them.

Group similar items together. Havea
place for everything, and keep everything
in its place.® That is easier than having
supplies, books, magazines, teachers’
manuals, and papers scattered in stacks
throughout the room. Keep often-used
items in convenient locations (near the
places you use them), and store seldom-
used material in less-accessible areas.

Set up a filing system. Either file all
papers as they come in (handling each
piece of paper only once), or have a box or
tray where they can stay undl your regu-
larly scheduled filing day. You can elimi-
nate much work by tossing all “junk” mail
asitarrives and by placing checks and bills
in a file folder to be given to the school
treasurer.

Select suitable containers in which to
put information, magazines, booklets,
school board minutes, and teaching mate-
rials. There are notebooks, 3" x 5" card

Prepare early, so you
don’t begin the day
rushed and frustrated.

files, Rolodex files, magazine storage boxes,
bins, desk trays, dishpans, diskettes, and
other organizers that will serve this pur-
pose. For example, Rolodex card files can
be used for names and addresses of con-
stituents, suppliers, maintenance service
firms, and school families. At the end of
the year, sort through your filing cabinets
and discard any duplicates or other mate-
rials that are no longer useful.

Arrange your classroom in a conve-
nientway, so the things youuse mostoften
areineasy-to-reachlocations. Forinstance,
T've placed my desk near the classroom
entrance, the adjoining office, the reading
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table, and my teacher’s editions. The
piano and stereo are farther away, since
they are used less often.

Find a handy spotto postlists of emer-
gency procedures for your class, impor-
tanttelephone numbers, substitute teacher
information, and upcomingactivities. I've
begun compiling a three-ring binder with
this information—my personal teacher’s
manual.

Each year, make a master checklist
with your students’ names listed alpha-
betically down the leftmargin. Duplicate
copieswheneveryouneedto record infor-
mation aboutyour pupils, such as permis-
sionslips turned in orschool picture money
paid.

What do you do with all those profes-
sional journals? You could save the entire
journal, then organize the collection in
magazine storage boxes or have the set
bound. You could toss them outafter you
read them. Or you could tear out, staple,
and file the pertinent articles and toss or
give away the rest.

Delegate

Don’t feel as though yoz must do ev-
erything. Assistanceisoftenavailable from
several sources, even though itsometimes
seems harder toshowsomeone elsehow to
doajob than to do it yourself. Have your
more mature students put up bulletin
boards, change calendars, do daily chores,
straighten books, cut out letters, etc. Try
notto redo their work if it’s not up to your
standards.

Use volunteer teaching assistants—if
this works for you. Ask your local confer-
ence office of education for a list of
guidelines for working with teaching as-
sistants.

Ask your Home and School to orga-
nize periodic work bees to help do heavy
cleaning, maintenance, painting, and yard
work at the school. One year we asked
church families to sign up for one month
of weekly cleaning at the school. A list of
weekly and once-a-month duties was
posted in the hall. Some schools allow
families to exchange janitorial work for
tuition. Work bees have helped organize
our school library.

Look for alternatives. If volunteer
help is unavailable or unsatisfactory, it
may be better to hire someone if your
school can afford it. One year, after strug-
gling with undependable volunteers, a
secondhand lawnmower, and knee-high
grassand weeds, our school board decided
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to hire a lawn-mowing service to come as
needed during the growing season. The
board found the needed monies, and the
lawn looked much nicer.

Try team teaching with certain units
or classes. Share the responsibility with
another teacher, volunteer parent, or
community resource person. Atmy school,
two mothers and the pastor come once a
week during the winter to teach gymnas-
tics for an hour.

At home, delegate some of your
household chores to your spouse, chil-
dren, or outside help. If finances allow,
hire a cleaning person, retiree, or high
school or college student for half a day
each week. Or take your laundry to a
laundromat with a drop-off service.

Share the church work with others, as
well. Don’t overload yourself with too
many church offices, committee meet-
ings, and other responsibilities. Take time
for yourself, your family, and friends.

Keep a Balance
Balance giving (such as teaching) with
getting (such as learning): read books, take
a course, attend a conference or seminar,
travel, visitanother school, call the teacher
in a nearby church school, or take long
walks. One winter, when I had been
feeling low, I received a large envelope of
poetry written by one of my
neighboring teachers.
What a lift! Share your
burdens and take time for a
little shop talk. You'll feel
more refreshed and better
able toutilize your skillsand
time.
Balance your activity.
Work at school often in-
volves tedious mental effort.
Doing some physical exer-
cise or activity will help you
to be invigorated and
healthy. After my students
go home in the afternoon, I
often take about 15 minutes
to play the piano before I
begin my paperwork. Take
time to attend a concert,
learn a new hobby, or de-
velop outside interests.
Remember to spend
quiet time and take care of
yourspiritual needs through
prayer, meditation, and
Bible study. I've found it
helpful to set aside a few
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PLAN:

—dJohn Shafer.

KEEP A
BALANCE sweat.—Jim Palmer.

Teachers’ Tips on Time Management

“One hour before school each day to organize for the day.”—Waneta Harris.
SIMPLIFY: “Take advantage of the use of concept lessons that cross ability/age/grade levels.”
ORGANIZE: “Combine as many classes as you can. | make sure I'm ready for the next day be-
fore | leave school.”—Karen L. Robbins.
“File it all. My brains are in my notebooks.”"—dJim Palmer.
DELEGATE: “Parent volunteers to help with labor-intensive tasks such as library work, immuni-
zation records, filing, typing, reading groups, memory work recitations, some

teaching in areas of their expertise.”—Lawrence R. Rogien.

“| read a lot, climb mountains, play tennis and ping pong, fish, jog, share interests,

minutes before my students arrive to read
averse and pray for guidance in the activi-
des of the day.

Take breaks to avoid fatigue. Get a
drink of water, stretch, or do deep-breath-
ing exercises throughout your school day.
Your students will appreciate these breaks,
also. Play with your students at recess, or
walk around as you supervise.

Limit your time at school to certain
hours. If you don’t, your work will expand
to fit the time you stay there, and you will
become fatigued. Thereis alwaysmore you
could do. Walk out the door at a certain
hour without carrying work home . . . and
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without feeling guilty.

Go to bed early enough to get a full
night’s rest and wake up on time, fitting all
your morning chores into the dme you
have before school.

By keeping a balance in your life, you
feel more like working when it’s dme to
work as well as enjoying the other compo-
nents of your life.

Don’t be afraid to adapt time-saving
tips to your needs. Experiment to see what
works best for you. Look for creative ideas
to manage your time, activities, and mate-
rials, while still being a flexible, loving
person who cares about people. You may

still feel as though you are on
amerry-go-round during the
school year, butmaybe you'll
at least get off without feel-
ing dizzy. &

Nadine Hayes Messer teaches
grades 1-3 at Harris Funior
Acadeny in Pendleton, Oregon.
She bas also taught single and
multigrade classes in Idabo,
Washington, and Montana.
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