Hi Friends – This is a flier I usually discuss at our New Coordinator Trainings.  Hope it gives you some ideas of how to get your lesson plans to the students while making it look like our managers are “running the show.”  Hope it helps.  Take care and HAPPY FRIDAY!  Janet

UPDATE: This has also been updated to a “Step by Step’ unit at www.janetbelch.com ! Check it out!
 
 
 
Weekly Classroom Organization 1,2,3…
 

How do we make it look like student managers are running the show?
 
 

 

· Thursday- Coordinator meets with CEO and goes over “lesson plans” for the next week.  I give detailed tasks that are tied to our quarter tasks, events ahead, and observations for improvements.  See example attached. 

 

· Friday – CEO meets with the department VP’s and assigns tasks for the following week, (from your lesson plans). 

 

 

· Monday a.m. – Department VP’s meet with their departments, assign tasks to employees.  Each employee fills out a Progress Task Log with the tasks assigned to him or her. Students start their times cards for the week. (See attached samples) 

 

· Friday a.m. – Turn in time cards to payroll 

· VP’s fill out Employee Evals 

· CEO fills out Evals on Department VP’s 

· CEO has Executive meeting with department VP’s to assign next week’s tasks, (from the Coordinator) All evals go to Coordinator 

· Last 10 minutes.  General company meeting reports from departments 

 

 

 

One more thing, or maybe 2…

 

· High school kids are by nature, procrastinators…. so structure is important 

 

· Best advice?   Keep a pocket journal of each week that includes your lesson plans for the week, memos, handouts you used, etc.   It will be so helpful when you start over next year. 

 

·         And keep smiling; you’re going to LOVE this job!    “Virtually Yours’, Janet

 
