Time, Time, Time

One of the givens for most professionals is that there is not enough time to complete all the tasks required by their jobs.  Although there is not secret for making more minutes in the day, these are some of the ways professionals are making the most of the time they do have available.

1. Prioritize!  Rank your tasks by importance and keep priorities in mind when working.  Remember you cannot do everything!

2. Use other adults to help cover classes.  Principals, asst. principals, counselors, social workers, volunteers, paraprofessionals, psychologists, and supervisors are some of the possibilities.

3. Have two classes team to release one teacher.

4. When assemblies, films, or other large-group school events are planned, release a portion of teachers to plan.

5. In a secondary setting, have fewer homerooms than teachers.  Teachers can then rotate the “free” time to plan.

6. Ask your parent association for funds for an occasional substitute.  Use a sign-up sheet to allocate the time.

7. Have planned staff development sessions end early.  Teachers use the time saved to work on shared plans.

8. Experiment with an early dismissal day once per month.

9. Use after school time, but make it enjoyable by going to a favorite restaurant, going to each other’s home, etc.

10. Use collaborative responsibilities in lieu of another school committee responsibility.

11. Divide labor.  If one teacher will duplicate all the materials for a lesson, others will have more time for other tasks.

12. Create a school schedule so those teachers working together have a shared planning period or lunch hour.

13. For special educators, build time into your schedule that is not obligated to others.  Schedule this time to coincide with your co-teacher’s planning period, lunch, etc.

14. Request that one faculty meeting per month be shortened or eliminated.  Use that time for planning.

15. Reduce other work to have time to meet.  For example, have students correct each other’s work or create self-correcting materials.
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