Advanced Placement English Literature & Composition
Time Management for Teachers

collected from the ap-english listserve by Deb Chapman

1. Family first – Top priority is family and friends. Your kids and spouse need you. They can talk and you can listen while they help with chores.
2. Set aside at least an hour a week with your partner: no kids, no TV, no shop-talk.
3. Forget the housework. Close your eyes to the mess. Clean the house before company comes. 
4. A crock pot is the most important appliance in the house after school starts. Invest in a few good crock pot cookbooks.
5. Get organized. Use notebooks, files, whatever. Knowing where that file is on that essay is a time saver.
6. Print out a copy of every wonderful idea you see, write the name of the novel or lesson plan in the upper right hand corner of the paper, three hole punch it, then put it in a binder you keep next to your computer desk. When you feel energized enough to try a new lesson or rework an existing one, look up the ideas in the binder.
7. Resolve to teach one new thing every year and perhaps fine-tune everything else you taught the year before. Don’t feel like you need to teach 20 new wonderful things you just heard about. It’s too overwhelming.
8. Read magazines, novels, and professional journals when you can fit them in your schedule. Read in a waiting room, in a line, while you’re stirring the spaghetti sauce, 10 minutes before you go to bed. If you can read a whole novel, congratulations. Listen to books on tape in the car. Keep a list of all of the wonderful reading suggestions and read over the summer
9. Keep in touch with your profession. Your peers and their ideas, Internet listserves, professional journals, and workshops—all the concepts and great teaching ideas can be too overwhelming. Pick and choose what’s relevant, especially when school starts.
10. Lesson planning is only a small part of the job for the experienced teacher. For those of you new to teaching, bear with it—this job does become more manageable with experience.
11. Use every single second of the school day to accomplish something.

12. Allow one full day each week for yourself where you do nothing related to schoolwork.
13. Everybody has his/her own rhythm and schedule. Find yours and stick to it.
14. Get plenty of sleep and drink lots of water.
15. Get to school early and keep the door closed.

16. Make a “to do” list. Have it with you at all times when you’re at school. Place the old list with your keys at home, revise it the next morning before you leave the house, and you’re set for the day.
17. If you remember that you need to bring something from home to school, immediately go to a phone, call home, and leave yourself a message on your answering machine. When you get home and check your messages, place the needed item with your keys so you’re set for the next day.
18. If possible, don’t bring grading home. Stay at work until a set time and grade there.
19. Don’t spend lunch grading. Share some social time with adults.

20. Set a self-imposed curfew on grading during the week.

21. Try to have regularly scheduled times to grade. Schedule specific nights or days for grading..
22. Try not to have major grades come in on the same days.

23. Don’t read every word your students write. Some things like rough drafts can be checked at their desks for completion.
24. You don’t have to grade every word they write Some believe that students need immediate feedback; others set up a schedule of student expectation for returned papers. Just be consistent.
25. Read/comment on just the introduction and conference if students want feedback on the entire essay.
26. For long term projects, assign two due dates. The first is a deadline for extra credit.
27. Assign multiple essays with only one to grade. Have your students write three essays in three weeks; look through the stack and select a teaching point after each set; teach a new strategy before the next writing lab; check off all three writes as completed assignments; have students select one of the three to rewrite for a grade. Thus the students will write three times as many as you grade. You can also have them write three without telling them which one will be for a holistic grade--no other marks--and which will be for a detailed grade.
28. Keep a set of colored grading pens. Give immediate feedback the next class period by returning the assigned papers, allowing students to grade their own questions and allowing students to make notes all over the prompt in the colored pen, even taking a stab at their grade after class discussion and writing at the bottom their reasons. Have the students keep the prompt and return the essay for you to grade at your convenience--the students already have a pretty good idea of what their score should be and will not hound you for grades.
29. Don’t drain your time and energy away from what should be your focus. 
Don’t do other stuff...don’t get on a lot of committees and don’t coach and don’t sign up for things that seem like such a great idea at the back-to-school meeting.
30. Become involved in something totally unrelated to school—maybe biking or running...something physical. It really creates energy.
31. Vacation is vacation. Don’t bring work home. Read that novel...for fun.
32. B-r-e-a-t-h-e. You’re not the only one who feels like this. You can’t do it all…don’t try.
Your additions:
