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Steps for Getting Organized and Staying Organized!

Amy Rhoads

Supplies:
1 3-4” Binder

1 Package of Pocket Dividers (plastic)

Extra Notebook Paper

Step 1

Open front cover. Label left side “Pocket for Permission Slips and Forms.” This pocket should contain the following items (so teachers and parents always know where to look for important paperwork):



Parent Permission Slips

Field Trip Notices

Cafeteria/School Gear/Yearbook/Social Money

Etc…

Step 2


Extra notebook paper is the first thing seen on the right side.

Step 3


Behind the notebook paper, place the dividers.

Step 4

Label each tab by period NOT by class (in case classes change 2nd semester).

Step 5


Label pocket dividers on pocket “Homework.”

Step 6

Behind each divider, place all notes and graded work according to the respective class period.

Step 7

Label the back pocket cover of the binder “Things That Need a 3-hole Punch or Hole Reinforcers.”

Step 8

Check binder with ALL teachers and make sure you appropriately incorporate additional divider sections as required by individual instructors. For example:

Ms. Shuman’s 

Language Arts Section
1. Smart Starter
a. DOL
b. Word of the Week
c. Daily CRCT Prep
2. Grammar Notes & Class work
3. Literature Notes & Class work
4. Writing Notes & Class work
5. Graded Papers

Day 1

1. Have all day 1 students sit at the large table. 

2. Have them take out all loose papers and put them in a stack. 

3. They can begin to sort loose papers into subject piles.

4. Reinforce the “what’s OK to throw away” rules posted on the green sheet on the wall. 

Day 2

1. Students may need to continue sorting loose papers like they did on Day 1.

2. Assess whether they need a new folder and pocket dividers.

3. Have them begin labeling their binder and dividers according to the Sample Folder example.

4. Have them place loose papers in binder in the correct sections.

5. Check their work and review with them what goes in each section to make sure they remember.

Day 3

1. Assess where students are at:

a. If they are still sorting papers, let them continue with Day 1 procedures.

b. If they are ready to place papers in binders, let them continue with Day 2 procedures.

2. Make sure they are using their planners effectively.

3. Additionally, make sure they have at least one phone number of a friend in each of their classes to call for homework assignments if they are ever absent.

Day 4

1. Check to see if they have been using the system for 24 hours.

2. Review the system.

3. Review the planner.

4. Let them know we would like to check on them periodically—perhaps 1 to 2 times each week.

What’s OK to Throw Away!

1. Trash (wrappers, candy, and crud)

2. Old flyers, permission slips, field trip notices that already came and went…

What’s NOT OK to Throw Away!

1. Notes

2. Graded work

3. Special projects

What Do I Do With My Old Stuff?

1. Put all of your notes, graded work, and special projects in a folder to keep at home.

2. Put the folder in a special place you can find if your teacher ever asks for it or if you have to use it to study for an end-of-the-year test.

3. At the end of the school year, you’re welcome to keep it or throw it out.

