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Assessment Task 

Your teacher will read the following passage to the class.

	Planning your daily activities is a good way of staying organised and making sure that you complete all your tasks.

Make lists to keep track of things that need to be done. Make a daily list in your diary of all homework that needs to be done.

First, fill in all the things you must do each day – school, sports, matches and other extra-mural activities. Then list your homework tasks. Write them into your diary immediately when you receive the task. Write the most important tasks first, or highlight them afterwards using a highlighter pen. This will enable you to plan your time so that you can complete the most urgent tasks first. When you have completed a task, cross it off. Crossing off tasks is a great feeling!

You may find that you work better if you plan how much time to spend on each activity, for example:

Homework for today, Wednesday, 24th
English worksheet – 25 minutes

Maths tutorial – 20 minutes

History assignment – one hour

Homework for Thursday, 25th
Geography revision worksheet – 30 minutes

Maths tutorial – 20 minutes

Homework for Monday, 29th
Geography assignment – due for 30th
Looking at the above list, you would know that you must complete the homework for today. If there is enough time left over, you can begin on your homework for the following day, or do some research for the Geography assignment due next week.


Now read the following adapted article by yourself.

	Organise your time with a day planner (Diary)

By Grace Fleming, About.com

"The assignment is due when? Tomorrow?" 

We've all been there at some point. Somehow, that assignment due date just slipped right up on us without our noticing. 

That is why organisational skills are so important to school performance. Who can afford to score a big fat "0" on a paper, just because we got lazy and didn't pay attention to the due date? Who wants to get an "F" because we forgot to put our completed project in our book bag the night before it was due? 

Poor organisation skills can reduce your final scores by a whole letter grade. That's why you should learn to use a day planner the right way.

Tips for using a planner or diary

1. Pick the right planner. Take your time when choosing a planner. Find one that fits inside your school bag if you can. 

2. Name your planner. Yes, give it a name. Why? You're less likely to neglect something with a name and a strong identity. When you name an object you give it more of a presence in your life. Call it something silly or something sentimental—it doesn't matter. You don't have to tell anybody if you don't want to! 

3. Make the planner a part of your daily routine. Carry it with you at all times and remember to check it every morning and every night. 

4. Fill in your homework, tests and assignment due dates as soon as you know them. Get into the habit of writing in your planner while you're still in the classroom. Don't put it off! 

5. Learn to use backward planning. When you write a due date in your planner, go back a day or a week and give yourself a reminder that the due date is approaching. 

6. Use a colour-coding system. Keep some coloured stickers on hand and use those for reminders that a due date or other important event is approaching. For instance, use a yellow caution sticker to serve as a warning two days before your assignment is due. You could use coloured pencils instead of stickers.

7. Put everything in your planner. You must remember that anything that takes up time, like a date or a soccer or netball game, will keep you from working on an assignment. If you don't put these things in your planner, you may not realise how limited your homework time really is. 

8. Don't discard old pages. You will always have important information in your planner that you'll need to see again at a later date. Old phone numbers, reading assignments—you'll want to remember those things later on. 

9. Go ahead and congratulate yourself. When you have completed a task, cross it off your planner. It is a good feeling!
Things to include in your planner/diary

It is important to block off anything that consumes your time, in order to avoid conflict and crisis. Don't forget: 

· Regular blocks of homework time 

· Assignment due dates 

· Test dates

· Sports and extra-murals 

· Socials, parties, dates, celebrations 

· Family gatherings, vacations, excursions

· Holidays


Activity 1

Discuss the reading passages with your teacher. Is there anything that you do not understand?

Discuss and answer the following questions:

1. How much time do you spend daily doing homework?

2. Do you sometimes find that you cannot complete your homework?

3. Do you often find that you cannot complete your homework?

4. Do you use a diary to remember your homework, tests or assignments?

5. Do you write down reminders in your diary such as: “School outing to the Planetarium”?

6. Do you check your diary daily to see if you are on track with homework?

7. Do you put reminders a few days before an assignment or project is due?

8. If you do not manage to complete all the tasks assigned for the day, do you remember to move the uncompleted tasks to the list on the following day?

9. Do you use your diary to list your sporting and extra-mural activities?

10. Do you use free time at school (not breaks) to start working on your homework?

Compare your answers with those of the rest of your class. Your teacher will assess your participation in the task using the following checklist.

	Checklist for participation in group discussions

Name:
      Date:

	
	Criteria: Does the learner:
	Yes
	No

	1
	Wait for a pause before s/he interrupts a speaker and then do so politely?
	
	

	2
	Focus on the topic under discussion?
	
	

	3
	Show evidence of having understood the concept under discussion?
	
	

	4
	Support points with which s/he agrees?
	
	

	5
	Disagree with points politely and constructively?
	
	

	6
	Give reasons to support alternative points of view?
	
	

	7
	Make points clearly, using appropriate vocal volume?
	
	

	8
	Make eye contact when speaking?
	
	

	9
	Use body language appropriately?
	
	

	10
	Make notes of the answers to the questions?
	
	


Activity 2

Now that you have completed Activity 1, you will be more familiar with how useful a diary can be in planning your day. For the next two weeks you are going to pay attention to keeping your diary up to date. If you do not have a diary, get one, or make one using an exercise book or notepad. 

Make sure that you list:

Homework and assignments

Sports, events and matches, activities

Chores at home 

Things to remember (for example: school outings)

Cross them off once they have been completed.

At the end of the two weeks, your teacher will check your diary and assess your understanding of this topic using the rubric below.

	Criteria
	Level 4

5 marks per criterion
	Level 3

3 - 4 marks per criterion
	Level 2

2 marks per criterion
	Level 1

1 mark per criterion

	Diary-keeping

[5 marks]
	Diary kept for 2 weeks.
	Diary kept for 1 week.
	Diary kept for 5 days.
	Diary kept for less than 5 days.

	Listing of activities

[5 marks]
	Very well listed and accurate.
	Adequately listed. Some inaccuracies.
	Not fully listed. Several inaccuracies.
	The learner failed to list the activities correctly.

	Insertion of time frames

[5 marks]
	All time frames inserted.
	Most time frames inserted.
	Some time frames inserted.
	No time frames inserted.

	Completion of task

[5 marks]
	Excellent. Neat and well structured.
	Adequate. Fairly neat.
	Needs improvement.
	Does not meet the criteria.

	Total marks out of 20:



Suggested Solutions 
	Item number
	Possible marks
	Solution

	1
	20
	See checklist in Appendix of Assessment Tools. 2 marks per point.

	2
	20 
	See rubric in Appendix of Assessment Tools.


Appendix of assessment tools

	Checklist for participation in group discussions

Name:
      Date:

	
	Criteria: Does the learner:
	Yes
	No

	1
	Wait for a pause before s/he interrupts a speaker and then do so politely?
	
	

	2
	Focus on the topic under discussion?
	
	

	3
	Show evidence of having understood the concept under discussion?
	
	

	4
	Support points with which s/he agrees?
	
	

	5
	Disagree with points politely and constructively?
	
	

	6
	Give reasons to support alternative points of view?
	
	

	7
	Make points clearly, using appropriate vocal volume?
	
	

	8
	Make eye contact when speaking?
	
	

	9
	Use body language appropriately?
	
	

	10
	Make notes of the answers to the questions?
	
	


	Criteria
	Level 4

5 marks per criterion
	Level 3

3 - 4 marks per criterion
	Level 2

2 marks per criterion
	Level 1

1 mark per criterion

	Diary-keeping

[5 marks]
	Diary kept for 2 weeks.
	Diary kept for 1 week.
	Diary kept for 5 days.
	Diary kept for less than 5 days.

	Listing of activities

[5 marks]
	Very well listed and accurate.
	Adequately listed. Some inaccuracies.
	Not fully listed. Several inaccuracies.
	The learner failed to list the activities correctly.

	Insertion of time frames

[5 marks]
	All time frames inserted.
	Most time frames inserted.
	Some time frames inserted.
	No time frames inserted.

	Completion of task

[5 marks]
	Excellent. Neat and well structured.
	Adequate. Fairly neat.
	Needs improvement.
	Does not meet the criteria.

	Total marks out of 20:























