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ORGANISATIONAL
SKILLS

As the 2021 school year commences, Chevalier College is kicking off a reinvigorated push to improve
student organisational and planning skills. The link between organisational skills and academic
achievement is well proven, as are the significant physical and mental health benefits that come from
reduced stress and greater feelings of self-efficacy.
This year, the college has re-introduced mandatory diaries. We feel strongly that students need to be
equipped with the skills to structure their time and plan their studies in order to achieve their personal
best academically. This issue of Wellbeing with Heart is co-authored with John Hargreaves, our
Academic Development Coordinator, who is directing the implementation of school diaries.

FIVE TIPS FOR ORGANISATION
from Sarah and Felicity - College Counsellors
1. USE A DIARY AND IMPLEMENT A REMINDER SYSTEM
It is imperative to learn how to use a diary or calendar to
keep track of upcoming events. You may like to use a
colour-coding system for different kinds of events, such
as birthdays, homework, sport.
Set helpful reminders before an important event, e.g. a
reminder alarm to pack your history assignment the
night before it is due. When using a paper diary, write
reminders to complete your tasks in the week/s before.

2. VISIBILITY IS KEY
Keep a copy of your schedule and school
timetable on the fridge, where all family
members can see it and provide prompting if
necessary.
Other members of the household may like to
do this too in order to model effective
organisational skills.

FIVE TIPS FOR ORGANISATION
continued...
3. PLAN BACKWARDS
Use your diary to plan the time you need to complete
projects. Work backwards from the due date to the
present date, breaking the task down into small
chunks. Aim to have one spare day before a task is
due to allow cushion room for any unforeseen
circumstances, e.g. printer out of ink, internet outage.

4. CALCULATE OPTIMUM ATTENTION EFFICIENCY WINDOW AND CHUNK YOUR TIME
Work out the optimal length of time for you to concentrate and work efficiently. Students in Years 7-9
may find that this is 20-30 minutes, whereas senior students may be able to work effectively for 40-60
minutes before becoming fatigued. This is your attention efficiency window.
Break homework and assessment tasks into smaller
chunks or goals which can be accomplished within
your attention efficiency window. Then work on one
project at a time, alternating once you reach the end
of your attention efficiency window.
For example, a Year 11 student may structure their
homework like this:
- 40 minutes maths
- 40 minutes english essay
- 40 minutes maths
You may need to take short breaks between your attention windows to feel refreshed.
Write a plan or keep a checklist of longer tasks you are working on so you know where you are up to.

5. KEEP A ROUTINE
Aim to have a consistent and predictable routine and
keep homework time free from distractions.
To help boost attention, it is useful to have a set
homework time each day (where possible). This way,
your brain learns that homework is concentration
time from 4 - 5pm (for example), but you can then
relax and 'switch off' after this time.

USING THE SCHOOL DIARY
by Mr John Hargreaves - Academic Development Coordinator
With the support of classroom teachers, home room teachers, members of the Wellbeing team and
Year 11 Buddies, students in both Years 7 and 8 will be taken through the steps in how to use their
college diary effectively. The areas of focus are:
1. Yearly Planner
In this section, students are to record:
• Chevalier College key events
• Assessment due dates
• Holidays and midterm breaks
2. Monthly Task Planner
In this section, students are to record:
• Priorities this month
• Extracurricular commitments
• Assessment due dates
3. Weekly Planner
In this section, students are to record:
• Priorities this week
• Daily subjects for the week
• Homework, tasks and assessments
On Mondays (or the weekend before), students are expected to have their classes for the coming
week written in their diaries, as well as any other relevant events.
Assessments are written in the Weekly Planner section of the diary over three weeks:
1. a reminder two weeks before the due date
2. a reminder one week before the due date
3. the due date.
4. Parent / Guardian Signature
Parents and guardians are asked to sign their child’s diary at the end of each week. The home room
teacher will also be checking and signing student diaries on Mondays (Years 7 and 8).

Chevalier College’s Wellbeing team is here to support students and families in any way possible.
You can contact us at wellbeing@chevalier.nsw.edu.au

