
How to be an Organized Teacher
1.   Preparing a class meeting
a)   Define your main goal/s for the lesson. 
b)   Outline tasks you need to accomplish in the lesson.
c)   Define tasks in the form of activities and attach a time frame to each activity.
d)   Prepare more than you will need, but plan where to cut it down.
[bookmark: _GoBack]e)   Be sure that your student have all needed instructions and materials for class preparation well ahead of time. 

2.   Being on time
a)   Always be in class several minutes before it starts.
b)   Make it a habit to start on time; do not wait for stragglers.
c)   Let students know that being late will affect their performance.

 3.   Learning students' names
a)   Have students introduce themselves in the first class.
b)   Memorize names while taking attendance or returning materials.
c)   Use students' names frequently.
 
4.   Taking attendance
a)   In lower-level classes: Unless you want to use a roll call to learn students' names in the first few weeks, take attendance by passing around a name list for them to sign.
b)   In upper-level classes: Find other forms of reminding students of the importance of regular class attendance (e.g., phone or e-mail them if they miss two sessions in a row).

 5.   Giving instructions before group work
a)   Plan the necessary instructions for group work ahead of time.
b)   Be explicit and concise.
c)   Give all the necessary instructions before students break into groups.
d)   Whenever appropriate, provide a brief rationale with your instructions.
e)   Repeat instructions for typical classroom procedures until students have internalized them.

 6.   Dividing students into groups
a)   Plan when and how to divide students into groups during a given class period.
b)   Give specific instructions regarding the goal of the group, expected products, the roles of group members, physical arrangements, and specific timeframes.

 7.   Concluding a class meeting
a)   Allow enough time to summarize.
b)   If possible, briefly preview what's coming up next time.
c)   End your class meetings on time. 

Course policies
a)   From the first day of class, be clear about your course policies.
b)   If you want to include students in the development of certain policies (this helps with buy-in), set aside time for negotiating, but avoid making negotiation an ongoing process.
c)  Talk to students privately who tend to step over the line (whether they are late for class, come irregularly, hand in assignments late, are disruptive or disinterested in class, etc.).
d)   Don't let yourself be intimidated by students arguing for better grades.
e)  Always justify your grading through clear feedback.
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