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A message from our director

Planning and Organisation

Rule # 1 Prioritizing

Even though you can’t do everything at once, prioritizing helps you
to figure out which tasks are the most important and which tasks
can wait. If you know how to prioritize, you’ll be able to break up
your work into smaller pieces. Then you can focus on each task,
one at a time, starting with the most important.

Have a million things to do? Create a list of everything you have to
do. Then arrange the list in order of most important. Start tackling
the things on your list in the order you created.

Rule # 2 Time Management

There is no way to increase the time you have, but you can find
ways to better use your time. Time management is making sure
your actions help you finish the things you have to do. As you get
better at managing your time, it will feel like you have more time.

A time management trick goes hand-in-hand with your list of
priorities. With your list of priorities, add time estimates for each
task on your list.

Reply to emails — 20 minutes
Meet with Sara — 60 minutes
Pick up toothpaste — 20 minutes

Does your time estimates add up for way more time than you
actually have? Re-prioritize. What can be moved or shrunk? Being
as honest as possible will help you plan a more successful day.

Rule # 3 Coordinating Resources

Every project and assignment requires the use of some type of
resource. A resource is something you need to complete a task.
When most people think about resources they think about money.
But resources don’t always have to be in the form of money.
Sometimes a project will require human resources, or workers.
Other projects might require the resources of space or time. Larger
projects may require many different kinds of resources.

When working on a project or task, break the project into different,
smaller sections. What resources do you need? Consider people or
materials you need to complete the project. Again, be honest. Do
you need to find a freelance graphic designer to help create
content? Use your resources to create the best product or strategy.



Rule # 4 Delegating

This can be the most tricky. Delegating is a common and essential
practice in the workplace. When you delegate, you give some of
your work to other people. Those people are then in charge of
getting that work done. Delegating simply means that you have
found the best way to spread out the work.

Back to the previous example, in your meeting, did the team decide
to find a freelance graphic designer to create new marketing
materials? Delegate that task to another member on your team.
Delegating can be very difficult, but trust your team. If things don’t
go well, evaluate and learn from the example.

Rule # 5 Creating Systems

When a machine is working correctly, the work gets done
automatically. The machine repeats a process over and over again,
with very few errors or mistakes. Although humans aren’t machines,
we can create systems or processes that can help us to work as
well as a machine.

Do you perform the same tasks? Take the time to write down your
system of how you do it — a checklist. After you create your
checklist, now you have a guide in case you haven’t done the task
in a while and now you have the process to delegate to someone
else.

Rule #6 Planning Ahead

Being a successful planner and organizer has a lot to do with your
ability to plan ahead. Usually, the more time you have to plan
something, the more successful you will be. Sometimes you have
no control over the amount of time you have to complete a project.
An unexpected project might come up and your manager will ask
you to take care of it. In these cases, all you can do is make the
best use of the time you have.

With the exception of these unexpected projects, try to plan ahead
as much as possible at work. When you plan ahead, these
unexpected projects will be much more manageable.

Plan out major projects as best as you can. Do you create a
guarterly report? Plan ahead to make sure you have everything you
need to complete the report in advance.

Stay safe and well,
Rick Vagnoni

Director
Critical Agendas



Upcoming Term 3 Programs

15/07/2021 Increasing Student Learning Using Metacognition

16/07/2021 Effectively Teaching and Supporting Students with Low Working Memory

16/07/2021 Coaching the Complex Boys in your Class

19/07/2021 Smart Ways to Improve Student Learning, Reduce Teacher Workload and Stress
19/07/2021 Inspiring the Best Writing: Fiction and Non; Persuasive and Poetic

20/07/2021 Supporting EAL students in mainstream Secondary Science and Maths classes

20/07/2021 How to proactively manage the workload of School Administration Staff

21/07/2021 Integrating Theory of Knowledge into your IB classes

22/07/2021 How to boost your students’ exam results in any subject, no matter how close the exams are
22/07/2021 Tools of Engagement

23/07/2021 Fearful, Worried and Scared to Try — Teaching Students with Anxiety

23/07/2021 Stranded No More! Simplifying and Invigorating the Literacy, Language and Language Strands
26/07/2021 Strategies to increase your student’s resilience

26/07/2021 Increasing student autonomy & engagement through the study of poetry in 7-12 English classes
28/07/2021 Dyslexia - Practical Skills and Ideas to use in the classroom

29/07/2021 How to effectively engage secondary students in your Maths classroom

29/07/2021 Bringing Languages out of the textbook and into real life

30/07/2021 Effective Strategies to Engage Reluctant Learners

30/07/2021 Powerpoint Presentations that don't suck

02/08/2021 Developing Creative Writing through the focus of Students' individuality & perspective
03/08/2021 Teaching Complex, Hard to Reach, Disinterested and Disruptive Students

04/08/2021 Achieving Quality in Drama

04/08/2021 Data Driven Mental Health

05/08/2021 Making Languages Memorable: Classroom activities to improve students' memory
06/08/2021 Managing Front of Office Relationships, Interpersonal Skills and Difficult Conversations
06/08/2021 Effective Strategies for Teaching Students with Dyscalculia

09/08/2021 Actively Developing Your Students’ Listening Skills For Indonesian Teachers of Different Levels
10/08/2021 Unlocking Autism in Mainstream Classrooms

11/08/2021 How to Extend and Challenge students across the Curriculum

11/08/2021 Creating Purposeful Individual Education Plans

12/08/2021 Understanding the nuances of our GIRLS to increase their success

12/08/2021 Supporting EAL students in mainstream Secondary Humanities classes

13/08/2021 Managing Difficult Conversations - How to discuss what matters

13/08/2021 How to maximize oral and written exam preparation for Second Language students
16/08/2021 Differentiators Mindset for Difficult to Teach Classes

17/08/2021 Procrastination Eradication

18/08/2021 Creating Powerful Rubrics

18/08/2021 Making Maths Dyslexia Friendly

19/08/2021 Practical Engagements to Challenge our BOYS in the Classroom

20/08/2021 Concept based learning in IB Language A: Language and Literature courses



https://www.criticalagendas.com.au/events/increasing-student-learning-using-metacognition-july-session/
https://www.criticalagendas.com.au/events/effectively-teaching-and-supporting-students-with-low-working-memory/
https://www.criticalagendas.com.au/events/coaching-the-complex-boys-in-your-class/
https://www.criticalagendas.com.au/events/smart-ways-to-improve-student-learning-reduce-teacher-workload-and-minimise-stress-july-session/
https://www.criticalagendas.com.au/events/inspiring-the-best-writing-fiction-and-non-persuasive-and-poetic/
https://www.criticalagendas.com.au/events/supporting-eal-students-in-mainstream-secondary-science-and-maths-classes-2/
https://www.criticalagendas.com.au/events/how-to-proactively-manage-the-workload-of-school-administration-staff/
https://www.criticalagendas.com.au/events/integrating-theory-of-knowledge-into-your-ib-classes/
https://www.criticalagendas.com.au/events/how-to-boost-your-students-exam-results-in-any-subject-no-matter-how-close-they-are-to-exams-2/
https://www.criticalagendas.com.au/events/tools-of-engagement/
https://www.criticalagendas.com.au/events/fearful-worried-and-scared-to-try-teaching-students-with-anxiety/
https://www.criticalagendas.com.au/events/stranded-no-more-simplifying-and-invigorating-the-literacy-language-and-language-strands/
https://www.criticalagendas.com.au/events/strategies-to-increase-your-students-resilience/
https://www.criticalagendas.com.au/events/increasing-student-autonomy-and-engagement-through-the-study-of-poetry-in-english-classes-from-7-12/
https://www.criticalagendas.com.au/events/dyslexia-practical-skills-and-ideas-to-use-in-the-classroom-july-session/
https://www.criticalagendas.com.au/events/how-to-effectively-engage-secondary-students-in-your-maths-classroom-and-empower-your-teaching-through-data-analysis-and-differentiation/
https://www.criticalagendas.com.au/events/bringing-languages-out-of-the-textbook-and-into-real-life/
https://www.criticalagendas.com.au/events/effective-strategies-to-engage-reluctant-learners/
https://www.criticalagendas.com.au/events/powerpoint-presentations-that-dont-suck/
https://www.criticalagendas.com.au/events/developing-creative-writing-through-the-focus-of-students-individuality-and-perspective/
https://www.criticalagendas.com.au/events/teaching-complex-hard-to-reach-disinterested-and-disruptive-students/
https://www.criticalagendas.com.au/events/achieving-quality-in-drama/
https://www.criticalagendas.com.au/events/data-driven-mental-health/
https://www.criticalagendas.com.au/events/making-languages-memorable-classroom-activities-to-improve-students-memory/
https://www.criticalagendas.com.au/events/managing-front-of-office-relationships-interpersonal-skills-and-difficult-conversations/
https://www.criticalagendas.com.au/events/effective-strategies-for-teaching-students-with-dyscalculia-2/
https://www.criticalagendas.com.au/events/actively-developing-your-students-listening-skills-for-indonesian-teachers-of-different-levels/
https://www.criticalagendas.com.au/events/unlocking-autism-in-the-mainstream-classroom/
https://www.criticalagendas.com.au/events/how-to-extend-and-challenge-students-across-the-curriculum/
https://www.criticalagendas.com.au/events/creating-purposeful-individual-education-plans-august-session-2/
https://www.criticalagendas.com.au/events/understanding-the-nuances-of-our-girls-to-increase-their-success/
https://www.criticalagendas.com.au/events/supporting-eal-students-in-mainstream-secondary-humanities-classes/
https://www.criticalagendas.com.au/events/managing-difficult-conversations-how-to-discuss-what-matters/
https://www.criticalagendas.com.au/events/how-to-maximize-oral-and-written-exam-preparation-for-second-language-students/
https://www.criticalagendas.com.au/events/differentiators-mindset-for-difficult-to-teach-classes-august-session/
https://www.criticalagendas.com.au/events/procrastination-eradication/
https://www.criticalagendas.com.au/events/creating-powerful-rubrics/
https://www.criticalagendas.com.au/events/making-maths-dyslexia-friendly-term-3/
https://www.criticalagendas.com.au/events/practical-engagements-to-challenge-our-boys-in-the-classroom/
https://www.criticalagendas.com.au/events/concept-based-learning-in-ib-language-a-language-and-literature-courses/

23/08/2021 How to differentiate your class using effective feedback

23/08/2021 The Art of Giving Feedback in English classes from 7-12

24/08/2021 Purposeful use of Technology in the EAL classroom

24/08/2021 How to mount a Successful School Production

25/08/2021 Python 3D Games made easy with Ursina Engine

25/08/2021 Dyslexia - Practical Skills and Ideas to use in the classroom

26/08/2021 Developing, Nurturing and Leading the Way - Addressing of your students Mental Health
30/08/2021 Strategies to Overcome Student and Teacher Stress

31/08/2021 Managing and Responding to Extreme Behaviours

01/09/2021 Advanced Strategies to Thrive as a Year Level Co-ordinator

01/09/2021 How to boost your students’ exam results in any subject, no matter how close the exams are
02/09/2021 Increasing the Knowledge and Skills of your Administration Staff

03/09/2021 Behaviour Management 101 for New and Beginning Teachers

03/09/2021 How to create and lead an effective Professional Learning Community

06/09/2021 Masterful Leadership Communication

06/09/2021 Leadership Development for Aspiring Teachers and Coordinators

07/09/2021 Improving student results in Language classes using metacognitive and retrieval strategies
07/09/2021 Systematic Synthetic Phonics

08/09/2021 Trauma Informed Classrooms

08/09/2021 Using micro:bit for STEM projects and The Internet of Things

09/09/2021 Attitudes, activities and assessments that move ‘Beyond the text response essay!’
10/09/2021 Effective Strategies to Maximise Learning for ASD Students

10/09/2021 How to be an effective leader in schools

13/09/2021 Emotional Intelligence: The Secret to Superior Leadership

14/09/2021 Managing the Leadership of Students

15/09/2021 Spelling Made Easier

15/09/2021 Creating Purposeful Individual Education Plans

You can register at www.criticalagendas.com.au



https://www.criticalagendas.com.au/events/how-to-differentiate-your-class-using-effective-feedback-august-session/
https://www.criticalagendas.com.au/events/the-art-of-giving-feedback-in-english-classes-from-7-12-august-session/
https://www.criticalagendas.com.au/events/purposeful-use-of-technology-in-the-eal-classroom/
https://www.criticalagendas.com.au/events/how-to-mount-a-successful-school-production/
https://www.criticalagendas.com.au/events/python-3d-games-made-easy-with-ursina-engine/
https://www.criticalagendas.com.au/events/dyslexia-practical-skills-and-ideas-to-use-in-the-classroom-august-session/
https://www.criticalagendas.com.au/events/developing-nurturing-and-leading-the-way-addressing-the-needs-of-your-students-mental-health/
https://www.criticalagendas.com.au/events/strategies-to-overcome-student-and-teacher-stress/
https://www.criticalagendas.com.au/events/managing-and-responding-to-extreme-behaviours/
https://www.criticalagendas.com.au/events/advanced-strategies-to-thrive-as-a-year-level-coordinator/
https://www.criticalagendas.com.au/events/how-to-boost-your-students-exam-results-in-any-subject-no-matter-how-close-they-are-to-exams/
https://www.criticalagendas.com.au/events/increasing-the-knowledge-and-skills-of-your-administration-staff/
https://www.criticalagendas.com.au/events/behaviour-management-for-new-and-beginning-teachers/
https://www.criticalagendas.com.au/events/how-to-create-and-lead-an-effective-professional-learning-community/
https://www.criticalagendas.com.au/events/masterful-leadership-communication/
https://www.criticalagendas.com.au/events/leadership-development-for-aspiring-teachers-and-coordinators/
https://www.criticalagendas.com.au/events/improving-student-results-in-language-classes-using-metacognitive-and-retrieval-strategies/
https://www.criticalagendas.com.au/events/systematic-synthetic-phonics-2/
https://www.criticalagendas.com.au/events/trauma-informed-classrooms/
https://www.criticalagendas.com.au/events/using-microbit-for-stem-projects-and-the-internet-of-things-2/
https://www.criticalagendas.com.au/events/attitudes-activities-and-assessments-that-move-beyond-the-text-response-essay/
https://www.criticalagendas.com.au/events/effective-strategies-to-maximise-learning-for-asd-students/
https://www.criticalagendas.com.au/events/how-to-be-an-effective-leader-in-schools-september-session/
https://www.criticalagendas.com.au/events/emotional-intelligence-the-secret-to-superior-leadership-september-session/
https://www.criticalagendas.com.au/events/managing-the-leadership-of-students/
https://www.criticalagendas.com.au/events/spelling-made-easier/
https://www.criticalagendas.com.au/events/creating-purposeful-individual-education-plans-september-session/
http://www.criticalagendas.com.au/

