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UNIT 3: THINK AND PLAN
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Steps for Planning Essays, Projects, and Reports

Remember to use STOP, THINK, PLAN, CHECK prompts as you work.

Remember to use STOP, THINK,DO,  questions to
ask questions as you work.

Steps for Planning Essays, Projects, and Reports

What step am I working on?Read the directions.

Make sure you 
understand the 
assignment

Am I making the progress 
I should be making?

Am I staying on task?

Am I marking off  each 
step as I complete it?

Is my plan working? If  not,
how can I improve it?

Does this look like what I 
thought it would?

When is it due?

What steps do you 
need to complete 
in order to finish 
the assignment?

What do you need 
to do first?

Fill in your 
checklist.

Write in the steps 
on your monthly 
calendar

Decide when you 
will complete 
each step and 
how long it will 
take. 

Start working.  

Follow your 
schedule.

Make sure to 
check off each 
step as you 
complete it

STOP THINK DO CHECK

Remember to use STOP, THINK, DO, CHECK questions to ask 

questions as you work.

STOP DO CHECKTHINK

• Read the 
directions.

• Make sure you
understand the 
assignment.

• When is it due?

• What steps do
you need to 
complete in 
order to ni  
the assignment?

• What do you 
need to do r t

• Fill in your
checklist.

• Write in the
steps on
your monthly 
calendar.

• Decide when
you will 
complete each 
step and how 
long it will take.

• Start working

• Follow your
schedule.

• Make sure
to check
off each
step as you 
complete it.

• What step am I working 
on?

• Am I making the 
progress I should be 
making?

• Am I staying on task?

• Am I marking off each
step as I complete it?

• Is my plan working? if
not, how can I improve 
it?

• Does this look like what I
thought it would?
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UNIT 4: DO AND REVIEW
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How to use the Daily Homework Planner

STOP AND IMAGINE

THINK AND PLAN 

Look at your planner. 

Review your short-term assignments (those due tomorrow) and long-term assignments (projects, test preparation, 
and other work requiring more time). Write both types of assignments under “Tasks.”

If you don’t know the homework in one of your classes, call the friend whose number is in your planner.

Set the timer when you start each assignment and stop it when you’re finished. 

On your chart, record the actual time you spent on each assignment. 

Note any difference—longer, shorter, or pretty close to your estimated time?

Identify what’s due tomorrow. Plan to do these before assignments that are due later.
Assess which assignments are the hardest for you, and which are the easiest for you.
Plan to do “the worst, first!”—do the harder ones first and save the easier ones for 
later. Number the assignments in the order you plan to complete them.
Estimate how long each assignment will take. 

- Write your estimated time for each assignment under “Estimated time needed.”
- Add up the estimated amounts of time to see how long your homework will take overall.
- Look at the clock and plan when you’ll start, when you’ll take breaks, and how long the breaks will be.
- Counting from your start time and counting in break times, estimate what time you’ll be done with your homework.

Look at your daily schedule to see how much time you’ve set aside for homework tonight. 
Check to see if you have enough time to finish it all.

- If not, figure on starting sooner and/or limiting how long breaks will last.

DO AND COMPLETE

Check off each assignment as soon as you’ve finished it!

Pack each assignment in its place in your backpack, or make sure you’ve saved it reliably among your computer 
documents.

Turn it in to your teacher by email (if due online) or in class.

CHECK AND TURN IN

STOP AND IMAGINE

THINK AND PLAN

DO AND COMPLETE

CHECK AND TURN IN

• Look at your planner
• Review your short-term and long-term assignments. Write both types of assignments under

“tasks.”
• If you don’t know the homework in one of your classes, call a friend o get the information.

•  tart eac  a i n ent and to  it en o re ni ed. On o r c art, 
record the actual time you spent.

• Note any difference- how close was your estimate d time to the time you actually spent?

• C eck o  eac  a i n ent a  oon a  o  ave ni ed it.
• Pack each assignment in its place in your backpack, or make sure you saved it on your 

computer.
• Turn it in to your teacher!

• Identit  at  d e to orro . Plan to do t o e a i n ent  r t.
• A e  ic  are arde t or o . Plan to do t e arde t one  r t and ave t e ea ie t one

for later.
• Number the assignments in the order you plan to do them.
• Estimate the amount of time each assignment will take and write it down.

• Add up how much time all your work will take.
• Write down when you will take breaks and add that to your total time.
• Calculate when you will be done with your work based on your starting time, break time

and estimated work time. Do you have enough time?
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How to use the Daily Homework Planner

STOP AND IMAGINE

THINK AND PLAN 

Look at your planner. 

Review your short-term assignments (those due tomorrow) and long-term assignments (projects, test preparation, 
and other work requiring more time). Write both types of assignments under “Tasks.”

If you don’t know the homework in one of your classes, call the friend whose number is in your planner.

Set the timer when you start each assignment and stop it when you’re finished. 

On your chart, record the actual time you spent on each assignment. 

Note any difference—longer, shorter, or pretty close to your estimated time?

Identify what’s due tomorrow. Plan to do these before assignments that are due later.
Assess which assignments are the hardest for you, and which are the easiest for you.
Plan to do “the worst, first!”—do the harder ones first and save the easier ones for 
later. Number the assignments in the order you plan to complete them.
Estimate how long each assignment will take. 

- Write your estimated time for each assignment under “Estimated time needed.”
- Add up the estimated amounts of time to see how long your homework will take overall.
- Look at the clock and plan when you’ll start, when you’ll take breaks, and how long the breaks will be.
- Counting from your start time and counting in break times, estimate what time you’ll be done with your homework.

Look at your daily schedule to see how much time you’ve set aside for homework tonight. 
Check to see if you have enough time to finish it all.

- If not, figure on starting sooner and/or limiting how long breaks will last.

DO AND COMPLETE

Check off each assignment as soon as you’ve finished it!

Pack each assignment in its place in your backpack, or make sure you’ve saved it reliably among your computer 
documents.

Turn it in to your teacher by email (if due online) or in class.

CHECK AND TURN IN

Use Your Daily Homework Planner

T   M

T   L

  REVIEW 

C C   T  

• ook at o r lanner
• evie  o r ort ter  and lon ter  a i n ent . rite ot  t e  o

a i n ent  nder ta k .

• I  o  don t kno  t e o e ork in one o  o r cla e , call a riend to et t e
in or ation.

• Set t e ti er en o  tart eac  a i n ent and to  it en o re ini ed.
• On o r c art, record t e act al ti e o  ent.
• Note an  di erence   o  clo e a  o r e ti ated ti e to t e ti e o

act all  ent

• C eck o  eac  a i n ent a  oon a  o  ave ini ed it.
• Pack eac  a i n ent in it  lace in o r ack ack, or ake re o  aved it on

o r co ter.
• rn it in to o r teac er.

• Identit  at  d e to orro . Plan to do t o e a i n ent  ir t.
• A e  ic  are arde t or o . Plan to do t e arde t one  ir t and ave t e

ea ie t one  or later.
• N er t e a i n ent  in t e order o  lan to do t e .
• ti ate t e a o nt o  ti e eac  a i n ent ill take and rite it do n.

o Add  o  c  ti e all o r ork ill take.
o rite do n en o  ill take reak  and add t at to o r total ti e.
o Calc late en o  ill e done it  o r ork a ed on o r tartin  ti e,

reak ti e and e ti ated ork ti e. o o  ave eno  ti e
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UNIT 4: DO AND REVIEW
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Exercise: The Gatekeeper

Optional Materials

Paper and chalk / pastels / crayons / colored 

pencils / markers

Instructions

Give the prompt: i  y u n  ha  y u an n l he   in a i n in 

y u  in  hen y u  in  is lea  in a i n s easily. e e  hen 

you get upset, or anxious, your mind tries to protect you and shuts down. When 

your mind shuts down it is hard for you to think. You can open your brain  

by i agining a ga e eepe  h  n ls y u  hin ing. u an ell he 

ga e eepe  ha  y u a e ne, an  it is sa e  le  y u  i eas , s  y u an 

hin  easily again.”

• Imagine it: “Imagine that your gatekeeper is sitting right in front of

your brain controlling all the information going in and out. What does your

gatekeeper look like?” Give the student time to imagine the gatekeeper.

• Make it /Share it: “Can you draw or describe what your gatekeeper looks

like?” Give the student a few minutes to share their image.

• Be it: “Speak as though you’re the gatekeeper. Tell me what your job is.” Let

the student speak.

• Own it:  an  hen es ing i h he ga e eepe   in y u  li e

Allow the student a moment to respond.
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UNIT 5: CHECK AND TURN IN
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QUESTION ANSWER

r
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Questions to help you check your work :

Using your CHECK AND TURN In skills

You have learned all the steps to complete your work. Now, 

you need to take a moment to review your work and make 

sure you achieved your goal. Use the checklist below to 

review your work.

Checklist: Guiding Questions to Check Your Work

QUESTIONS

Did I complete each step of the plan?

I am happy with the work I did on each 
step?

oe  t e nal rod ct atc   
expectations?

oe  t e nal rod ct atc  t e 
guidelines for the task?

I  t e nal rod ct etter or or e 
than I expected?

Is there something I would have done 
differently if I did this again?

Is anything missing?

ANSWERS
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