
 THE 8-MINUTE
WEEKLY PLANNER
How to make sure what matters

most actually gets done
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Introduction
You know organization is an important part of being a good
leader, but you may not have a good plan for getting organized.

You may have tried different calendars, planning platforms, and
devices, but you still can't seem to stay on top of it all. It's time
to get strategic with how you plan your week so you can
accomplish what matters most to you. 

You might be thinking, "I really am sick of putting out fires. 
I want this year to be different. So, how do I start?"
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The FLAG Process is an 8-minute exercise that helps you

organize your schedule. Just set 2 minutes for each step to

connect the dots to a successful week!

The FLAG Process
A quick Overview

Focus

List

Arrange

Grid

Set your focus for the week based on what
really, really matters to you.

List the tasks that will make you feel great
at the end of the week once accomplished.

Arrange your tasks based on where you
work on them.

Grid your most important tasks by day.
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A pen or a pencil

A piece of paper, any paper

Your favorite beverage (optional)

Here is what you will need before you start:

Getting started
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Watch thisspacefor exampleseach step ofthe way!



Think about the goals you set for the year. 

Choose 1-3 objectives you want to accomplish this week that

will move you a step further toward achieving them.

Write your focus for the week at the top of the page.

Step 1: Focus

Focus: Implementation of
classroom supports
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List all the tasks you think you could possibly accomplish this

week related to your focus.

Remember to include events or meetings you are scheduled

to attend and any prep you might need to do to be ready

for them.

Step 2: List

Focus: Implementation of
classroom supportsList
Draft Marks' MTSSplan

Check benchmarksScheduleobservationPick up lunch formeeting
Call MelissaRead the articlefrom JamesGive him somefeedbackMeet with Mrs.Case aboutaccommodationsObserve in herroom
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Arrange tasks based on where you will accomplish them. 

AVOID MULTITASKING! 

Schedule time to answer emails all at one time. 

Not realistic? The truth is most of us are completely over

responsive. Right answers fast is a questionable value in

classrooms! 

Step 3: ARRANGE

Focus: Implementation of
classroom supportsList
Draft Marks' MTSSplan

Check benchmarksScheduleobservationPick up lunch formeeting
Call MelissaRead the articlefrom JamesGive him somefeedbackMeet with Mrs.Case aboutaccommodationsObserve in herroom

Arrange
Draft Marks' MTSS plan
Check benchmarksSchedule observation

Pick up lunch formeeting

Melissa
James
Dr. Glenn

MTSS DistrictMrs. Case

Classroomaccommodation list

Computer:

Errands:

Contact:

Meetings:

Waiting for:
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Schedule your MITs (Most Important Tasks) by day. Of course

this is not EVERYTHING you will do in a week. 

These items are the most important tasks you need to

accomplish to stay on target with your focus for the week

and feel great about what got done by Friday.

Step 4: GRID

Tuesday

Monday 
Draft Marks'MTSS planCheck

benchmarksScheduleobservationMeeting Mrs. Case 

Computer:

District Meeting 9:00
Contact:

Melissa
James
Dr. GlennObservation

Wednesday
Thursday

Pick up lunch formeetingMTSS meeting at 11.




Friday



Send thank you emails to everyone who

helped.

Article oncognitive learningFollow up onaccommodationslists

Read/Review:
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Congratulations!
You made a plan for what matters
most to YOU! The things that you

wish you had time for are now out of
your head and on your calendar. 
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