Module 2, Activity 2






            College Bound Transition Curriculum
Creating a Long-Term Planning Calendar







     Family Plan

Objective: The student will create a long-term planning calendar to assist with planning and organization skills that contains prompts for at least three of the following: assignments and routines, extra-curricular activities, basic appointments (e.g., doctor, dentist), social engagements, and personal goals.

Materials needed from module 

Power Point file (Be sure to access the notes pages that accompany each slide.)
Sample Calendar 1 and Sample Calendar 2 handouts
Additional resources needed
Access to a variety of planner styles
Family discussion and activity
Plan for it:
· Prior to working through the activity, parents may want to think about their experiences using a planner and bring your current planner system with you so you can provide personal examples for your student. 

Talk about it:

· Parents, take some time to share your experiences with using a planner and the strategies you have found to be most helpful. If possible, show example of the planner you are currently using, or the method you use to keep up with appointments and reminders.  
· Talk with the student about a calendar’s purpose to remind people about things. Since college students have many things to remember and will not have parents there to constantly remind them about those things, the reminder function is especially important.
· Each student is different in terms of how much supervision s/he currently has with assignments and responsibilities. Discuss that in college the demands and workload students juggle increase as the amount of supervision significantly decreases. Therefore, having a backup reminder system (like a planner/calendar) is extremely important. Comments like, “I don’t need to write it down,” or “I’ll remember” often lead to missing a meeting, missing a deadline, or forgetting to turn in an assignment.
· Think through a typical week or month for your family. Brainstorm together the kinds of things you do together, the activities of the student, and the times when the student often needs reminders. Record things such as:  homework assignments, birthdays or anniversaries, upcoming tests, due dates, sports practice, permission forms, pet care duties, medication, extra-curricular activities, work schedule, family plans, special events, etc.
· Research together several different calendar systems. This may involve:
· a trip to an office supply store

· exploring different phone apps

· reviewing some software options

· developing your own with the computer or paper/pencil based on the features you like best

The type of calendar you select is not really important. What matters is how effectively and consistently it is used. If the student is not really into technology, steer clear of apps, PDAs, and online calendars, but if s/he is attached to a phone 24/7 then an app might be perfect.  If the student loses items often, an online calendar might be useful, but paper calendars often provide plenty of space to include key events and are easily read at-a-glance.

· Avoid the decision to keep multiple calendars. Instead, select one master calendar to use for everything (e.g. job schedule, due dates, ongoing homework, work toward long-term assignments, sports practice, special events, doctor’s appointments).
Try it:

· Once the student has selected the type of calendar that s/he prefers, give it a try for a month. During this month parents may want to hold off on providing reminders, and let students experience consequences (when reasonable) for anything that is missed from not monitoring the calendar. However, parents may want to closely monitor the student’s use of the new system.

· Students:

· Ensure that everything you need to know is included on the calendar. Don’t rely on your ability to remember – even if you have an excellent memory. A calendar can serve as a resource for planning, time management, and documentation, even if you will not need reminders.

· Color coding is also a great way to differentiate between types of activities, events, deadlines, etc. 

· When recording items on your calendar – use detail when possible. For example, instead of just typing “study math” go ahead and list the assignment you will be working on (e.g. Chapter 5 review problems).  Instead of just noting “work on English paper,” break the paper down into manageable steps and record each on the calendar until the due date of the assignment. For example, entries might read “Read 3 sources and make notes,” or “write rough draft.” If you use a calendar system that breaks each day down by the hour, you can monitor how much you are anticipating getting done in a single day and ensure that you are setting realistic daily plans.

· At the end of the month sit together and evaluate (a) the format you selected and (b) the consistency with which the student used the calendar resource.  Determine modifications for the following month, and experiment with different formats and routines until you find a calendar style and monitoring system that works for you.
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