Planning for Success: Using Your Daily Planner for Excelling in School.
By Michael Kaszuba, Teacher, MVHS
“For every minute spent in organizing, an hour is earned” - Unknown

Many students have difficulty with time management; those with AD/HD find it even more difficult using their time effectively. 
One method of addressing time management is through the use of a daily planner. A daily planner helps to organize your days, weeks and months. It can be used for assignments, work schedule and for other important activities/events in your life.
You may have utilized a daily planner in the past without much success. This article has been written to help you with strategies to use your daily planner, scheduling, and following through on what you schedule.
Daily Planner Tips
The following tips are written with the MVS Academic Planner in mind. This Planner was sent to all new and returning students in July, 2009, and to students who came off of the waiting list.  If you do not have one any daily planner will do. They may be purchased from any office-supply store.
1. Store your planner in the same, easily accessible location.
You’ll want to get in the habit of consulting your planner daily. Place it in the same location and you’ll always know where to find it. 
2. Get to know your planner.

Explore. Look around. There is a large amount of useful information in your MVS Academic Planner, for example: 
· Important Dates, pgs 4-5
· A place to store your login information, pg 6

· Reference Guide including

· Study and test taking advice.
· Parts of speech.
· Equations, formulas etc. for basic math, geometry, algebra, trigonometry & physics.
· Periodic table.
· Map of the U.S. and the world.
3. Goal setting: creating a to-do list. 

Goal setting is deciding what you want to accomplish in a given amount of time. Goal setting can be short-term (e.g. completing Lesson 1 in English on Tuesday), mid-term (e.g. earning 2.5 credits by semester), or long-term (graduation!!!).

The following steps are meant to help you establish daily goals:
a. List your goal(s), what you wish to accomplish for the week, at the top of the page.
b. Break your goals into more manageable chunks or steps.

c. Prioritize. Ask yourself what is most important; what needs to be accomplished first. 
d. Record these steps, in order of importance, in the days of the week. This is your daily to-do’s. 
e. When you complete your daily to-do’s cross or check them off. 
f. If you are not able to finish a to-do then add it to your next day’s list.
g. At weeks end look back to see if there is anything that you missed. If not –yeah!! You are done for the week. If not, get ‘er done! Complete any outstanding activities/assignments.
4. Consult your planner on a regular basis. 
All this planning will do you no good unless you follow through. Don’t guess at what must be done. Get in the habit of looking at your planner several times throughout the day and you’re much more likely to complete your to-do list. 

5. When to conduct a planning session.

Some like to do this Sunday night, others Monday morning. Try to keep the time and the day the same for sake of consistency and establishing a planning routine.  

In closing, correctly utilizing a daily planner can help you to excel in school as well as other facets of your life. You’ll find a real sense of satisfaction and have tangible proof of your accomplishments. As for those three assignments that your teachers hound you about: they’ll be a cinch to complete using the planning techniques outlined in this article.

For those with AD/HD
The National Resource Center on AD/HD has an excellent article regarding time management, daily planners, and those living with AD/HD:
http://www.help4adhd.org/documents/WWK11.pdf
