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STEP 4

Managing Your 
Workload and 
Planning Your 
Assessments

(Page 10)

TUESDAY
- After you have written in all your work on Tuesday morning, estimate 

the time involved for each subject. Maybe a star system, quick *, 
medium **, or will take a long time to do***.

- Consider your outside school commitments during the week and 
weekend, when are your busy times?

- Lots of girls knock off all the fiddly, quick to do, easy things on 
Tuesday night to reduce the list as much as possible.

- Then make a specific plan for Wednesday to Friday, both at home 
and in your study periods at school, what would you like to achieve in 
that time?

- Check if there are any tests: you may need to study each day for 
these.

- Check if there is any ‘pre-reading’ to be done by a certain time.

- If things have to be done by a certain time then allocate that work to a 
particular day.

- Remember the guidelines for your study lessons – eg practicals.

How can parents help?

• Have your parents check the planning your 
have done on Tuesday – explaining your 
plan to them will help to clarify it to you.

WEDNESDAY, THURSDAY

- Do the work you think you will find most 
difficult or aren’t sure of on Wednesday 
and Thursday: so you can seek help if 
needed at school.

- Do 2-3 subjects each night (rather than 
spending a  whole night on one subject or 
leaving one subject behind).

- Each night make a plan before you start. 

87 88

89 90

91 92



2

Planning Your Afternoon
TONIGHT:

4-4.30pm Science Test       Finish notes Worksheet B, do end     

chapter test

4.30-4.50pm Maths Assign   Do exercise 4-09-4-10

6-6.20pm History Assign       Do work on Sparta Part A

6.20-6.40pm English Assign  Brainstorm ideas for 1st draft 

paragraphs

FRIDAY

• See what is left to do and make a plan for 
the weekend. 

• Aim to have everything finished by Sunday 
night so if things take longer than 
expected you have Monday night to 
complete them and Monday to ask final 
questions if needed. 

MONDAY

Do one last check that everything is 
completed. 

Don’t go overboard on the 
OUTside of class hours!

Recording your OUT hours correctly also helps each department 
keep track of how long the work is taking students to do so they 
can address it if there is too much work. Should not be more than 
10 hours. 
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But don’t go too 
far under either

INDEPENDENT LEARNING:

• Reading

• Reviewing what you have been learning at school that week

• Extra practice on questions you find hard

• Research on an area you are interested in learning more about

• Making a mind map about what you have been learning

• Making study notes on a topic

• Improving your touch typing skills

• Reading ahead in your textbook

• Improving your study skills and literacy skills

• Doing work from a different textbook or study guide for one of your 
subjects (check the school library, local library and bookshops).

WRITTEN 
DOWN ON 

PAGE 8 
OF YOUR 
HANDOUT

Sticky notes, countdown 
apps etc, are good for 
reminders, not as good for 
overall planning. 

However white boards are 
great for planning. 

Big Picture 
Overview 

of the Term

Regular assignments occur each Tuesday, 
with assessments throughout the year 

and the end of year examinations are 
around Term 4, Week 6 

Go to the hub, click on 'learning', then 'curriculum', then 'Year 7’, 
and the calendar will appear below
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OVERVIEW: TERM PLANNER
You may have a term planner in your diary and if so 
USE it. But you also need one up on the wall at home 
where you will see it every day. 

Go to the hub, click on 'learning', then 'curriculum', then 'Year 7’, 
and the calendar will appear below

Plan the steps 
for individual 
tasks

NOTE:
1.Everything will always take 

longer than you think it will.
2.Starting straight away (even 

doing a little bit) is always a 
good idea. 
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Capture the 
key points 

of the 
assessment 
notification 
in a single 

page. 

Then when you get the details about the task 
(assessment notification):

• Now brainstorm the steps to be 
done and write into your homework 
diary/planner when you plan to 
DO the work for the test or 
assignment, not just when it is 
DUE!

But what’s the 

difference 

??????

ASSIGNMENTS

• Do research, collect ideas

• Organise the information

• Do 1st section

• Do 2nd section

• Put in pictures

• Finalise presentation

Then add these steps to your plan 
for the next week in your diary

or on a whiteboard at home. 

Lots of your prep for assessments will be incorporated into the 
weekly assignments, but you may need to do additional learning on 
your own as well. 

WHITEBOARD METHOD
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TASK                  DATE DUE

Science Test        3rd May        

Maths Assign        7th May       

History Project     11th May       

English Report     15th May

French Test          18th May

THIS WEEK:

Science Test    3/5       Finish notes, do end chp test  

Maths Assign    7/5      Make flashcards for formulas

History Project 11/5     Do at least an hr of research

English Report 16/5     Brainstorm ideas for 1st draft

French Test      18/5    None

THIS WEEK:

Science Test    3/5      Finish notes, do end chp test   MON 

Maths Assign    7/5     Make flashcards for formulas   TUES

History Project 11/5    Do at least an hr of research    WED

English Report 16/5    Brainstorm ideas for 1st draft    THURS

French Test      18/5   None

THIS WEEK:

Science Test    3/5      Finish notes, do end chp test   MON 

Maths Assign    7/5     Make flashcards for formulas   TUES

History Project 11/5    Do at least an hr of research    WED

English Report 16/5    Brainstorm ideas for 1st draft    THURS

French Test      18/5    Practice speaking skills            FRI

Geog Assess    22/5   Do section 1                              TUES

THIS WEEK:

Science Test   3/5      Finish notes, do end chp test   MON 

Maths Assign    7/5     Make flashcards for formulas   TUES

History Project 11/5    Do at least an hr of research    WED

English Report 16/5    Brainstorm ideas for 1st draft    THURS

French Test      18/5    Practice speaking skills            FRI

Geog Assess    22/5   Do section 1                              TUES

At the end of the week, reassess make a new plan for 
the weekend. Then plan the next week. Then the next 
weekend….
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