
MICROSHIFTS TO MAXIMIZE PLANNING TIME 
 
Instructional Materials 
Use one reusable slide deck template for all lessons. 
Batch-copy all handouts for the week on one day. 
Preview tomorrow’s lesson for five minutes before leaving. 
Create a “Go-To Activities” folder for warm-ups and exit tickets. 
Store frequently used digital resources in one organized folder 
Limit search time (TPT, Pinterest, AI, etc.) to a ten-minute window. 
Collect student exemplars for future modeling. 
Use consistent naming conventions for all files. 
Adapt a single lesson template for all classes. 
Pre-plan bell ringers for the month. 
Make a weekly “Week at a Glance” outline. (WEEKLY LESSON FLOW CHART) 
Keep a “Future Use” materials bin or folder (digitally and physically). 
Build a short instructional video library. 
Standardize warm-up structure for the whole week. 
Color-code units or modules. 
Convert common paper tasks into reusable dry-erase versions. 
Use one planning template across units. (FISHBONE, EATS LESSON PLAN) 
Store all upcoming week materials in a single place. 
Create a quick reference for common misconceptions. 
Reuse exit ticket data to inform future planning without reanalysis 
Create a “Standards Tracker” that previews upcoming standards for two weeks at a glance. 
Build a weekly script template for IEP/504 instructional updates to reduce planning time for meetings. 
Preload commonly used links, videos, and tools into a digital toolbox for quick access during planning.​
Use a consistent structure for the LAUNCH to reduce decision fatigue. 
Develop a “non-negotiables list” for lesson design to eliminate overplanning. 
Record one reusable model lesson or think-aloud per unit to save time on future planning. 
Create a template for PLC data analysis so the instructional discussion stays focused and fast.​
Batch lesson adjustments for accommodations instead of modifying them one by one. 
Store aligned exemplar questions and stems for each standard for quick lesson integration. 
Use a monthly planning calendar that identifies heavy instructional weeks and pre-plans lighter tasks for 
those times (INSTRUCTIONAL PLANNING TIME FLOW). 
 

 
 
 
 
 
 
 
 
 
 
 



System Modifications 
Assign scholar jobs for high-frequency tasks. 
Implement a five-minute daily classroom reset routine. 
Use a clear traffic flow to minimize transition time. 
Pre-label materials bins to make scholars self-sufficient. 
Update seating charts weekly instead of reactively.​
Reuse the same procedures slide each week.​
Build a scholar-led materials station. 
Keep a running checklist for system tweaks. 
Use timers during planning to stay focused. 
Create a predictable Chromebook charging system. 
Use a parking lot board to prevent instructional derailments.​
Use visual timers to tighten transitions. 
Post late-work expectations visibly. 
Use a “No Interruption” sign or routine during planning blocks. 
Add QR codes for common classroom tasks or forms.​
Create a daily five-minute pre-class setup ritual.​
Consolidate high-traffic classroom areas. 
Use reusable laminated desk or table tags. 
Organize supplies based on frequency of use. 
Record procedural videos for scholars to revisit independently. 
Create a two-step routine for emotional resets, such as deep breaths plus a quick reflection prompt. 
Post a “Where to Find It” chart in the classroom so scholars reduce interruptions during your planning 
block. 
Develop a reusable checklist for preparing the classroom for substitutes to reduce stress during 
emergencies.​
Use one time each week to update all operational logs (missing chargers, restroom tracking, materials 
checks).​
Automate routine reminders using scheduled emails or LMS announcements (for example, notebook 
checks, project deadlines).​
Create a crisis-response mini-kit with essentials (rosters, hall passes, blank forms) to prevent scrambling. 
Build a “mentor minute” routine for scholars who need quick check-ins without consuming instructional 
time.​
Create a single landing page for all classroom procedures so you never need to reteach basics verbally. 
Implement a personal “transition mantra” to reset mentally between classes or tasks. 
Color-code your rosters for various tasks (partners, groups, independent work, etc.) 
 
 

 
 
 
 
 
 
 
 
 
 



Feedback Processes 
Use a simple three-level rubric for common tasks 
Leave quick audio feedback instead of typing. 
Grade one section across all papers at a time. 
Keep a parent communication log and update IC before leaving for the day.​
Grade a small stack during independent work time.​
Schedule at least one dedicated grading day weekly. 
Keep a comment bank for digital grading. 
Check email only at designated times (arrival, midday, before leaving). 
Use structured PLC protocols to stay focused. 
Create a weekly communication window for parent contact. 
Batch-enter grades to reduce transition time.​
Limit review time for old assignments to ten minutes. 
Use digital auto-fill tools for repetitive comments. 
Create a quick rubric for fast turnaround. 
Use early finisher tasks to free moments for grading. 
Create a Friday “10-minute tidy” routine for email and gradebook. 
Train scholars in peer or self-check routines. 
Cap grading stacks at 20 items to prevent overwhelm. 
Use a two-minute script for parent calls and emails. 
Set a five-minute limit when writing narrative comments and use a template for longer explanations. 
Build a quick conference protocol/script/framework so scholar conferences take two minutes or less. 
Create a weekly rhythm for progress monitoring (for example, Mondays and Thursdays). 
Use color-coded grading piles to visualize progress at a glance. 
Apply a “3-Comment Rule” to reduce over-giving feedback. 
Text or email families using a short stem such as “Today, your student…” to streamline communication. 
Use a five-minute PLC reflection sheet to keep feedback discussions consistent and structured. 
Keep a reusable script for positive calls home to reduce emotional load. 
Create a “grade sprint” block where you grade for only eight minutes with a timer to reduce overwhelm and 
increase momentum. 
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