SPECIAL EDUCATION - CASE MANAGER
PLANNER

SPECIAL EDUCATION

TEACHER PLANNER

An undated month calendar, the deadlines and meetings list it
is copied from, a weekly plan, a daily plan two to a page, and
a to-do sheet by category. Print a month at a time; it never
expires.
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Monthly Calendar

Undated. Write the month at the top and the date in the corner of each day. Meetings, due dates, testing days, no-school
days; the list on page 5 holds the detail.

MONTH (WRITE IT) YEAR REPORTING PERIOD / THEME THIS
MONTH
4 N\
MON TUE WED THU FRI SAT SUN .
R ————————— This month
\ J
s '
No-school days
. J
4 N\

The short row above each week is the date corner

Write the date in it (1, 2, 3 ...) and the day cell below is yours. Meetings go in as initials and a time (*JR AR 3:157);
due dates as initials and the thing (“MT PR”). The list on page 5 holds the rest, so a cell never needs a second
line.
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Monthly Deadlines and Meetings List

Everything with a date this month, in date order: whatis due, whose itis, and a tick. Sunday copies this week’s rows onto the

weekly plan (page 6).

MONTH (WRITE IT) CASE MANAGER WRITTEN OUT ON (DATE)

WHAT IS DUE, OR WHAT THE MEETING IS KIND (IEP, EVAL, PR,

MTG, OTHER)

In date order, and nothing else

Write the rows on the first of the month from the dates you have, in date order, and add to the bottom as things
get booked. Sunday copies this week’s rows onto the weekly plan (page 6); a meeting row also puts its time on

the daily plan (page 7). A date that moves is crossed out here and rewritten, so this list is always right.
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Weekly Plan

Monday to Friday across, morning, midday and afternoon down. Students, groups, meetings and calls in the blocks; the

must-do list and the waiting-on list underneath.

WEEK OF (WRITE THE DATES) CASE MANAGER THE ONE THING THIS WEEK
BLOCK MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
Date
Morning
Midday
Afternoon
e ' ~\
Must do this week (from the list on page 5, Waiting on (who, what, since when)
meetings first)
. . J
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