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Introduction 
• It seems that the kids are going back to school earlier and earlier! 
• Children often have mixed feelings at back to school time. Getting new backpacks, 

clothes, and school supplies can be fun, but the thought of returning to early 
mornings and nightly homework can bring on feelings of anxiety and stress. Kids are 
overwhelmed at beginning of school year so transition time is very important. 

• Parents of school aged children often have stresses of their own, related to how 
they’re going to stay organized with all of the paperwork that will soon be coming 
home from school. If the thought of the upcoming school year is bringing on feelings 
of anxiety, you are in the right place! 

• Disorganization causes stress for kids – harder to concentrate, fatigue, lower level 
performance, etc. Telltale signs of organizing problems in students: 

o Disorganized kids do not participate as much in class. 
o Build up of clutter. Papers popping out of binders, backpack a mess, etc. 

• Hardest age for organizing – middle school. They think they are independent enough 
to handle everything, but usually they are not. Also, they are starting to switch 
classes, which can be stressful and make it harder to stay organized. 

• Preparing your home, family & kids for back to school is of utmost importance this 
time of year. A little organization can make a big difference! Organization is a tool for 
students to succeed.  

• But how do you teach kids to be more organized? The goal is to encourage good 
habits that will last a lifetime—and learn a few things yourself. 

• Overview of Teleclass: 
o Create, maintain, and value order in your home.  
o Use words, pictures, symbols and color to create effective organizing systems. 
o Establish routines to be maintained on a day-to-day basis. Relieves stress, 

creates focus, and increases motivation. 
o Involve kids in organization. If they are involved, they will be more committed 

to maintaining systems. 
o Give kids some responsibility to maintain their own organizing systems once 

set up. If kids are involved in setting up the systems, they feel invested in 
organizing and usually maintain the system more. 
 

1. Set up an Evening Routine 



One of biggest challenges for my clients is how to adapt to their kids’ schedule, 
especially if the kids’ schedules are changing (entering kindergarten, middle school 
or high school with different times). 

a. Re-Acquaint Yourself With Your Routines. If your morning and 
evening routines have fallen by the wayside during the summer, it is time to 
get back to routines. Start waking the kids up a little earlier each day so their 
new schedule isn't shocking. Take a few minutes to make a master checklist 
for each person in the household, listing each task and the time it should be 
done. Then, break down the master list into separate sub-lists and hang each 
sub-list in the area where it happens, such as the bathroom, the kitchen and 
the mudroom. 

b. Prepare In Advance. Most people aren't great decision-makers in the early 
morning hours, so the more you can do the evening before, the easier your 
mornings will be. Make lunches or give out lunch money, choose outfits, 
gather homework, sports clothes, library books, and permissions slips and 
place in backpack, and charge cell phones before you go to bed. This way, the 
only things you have to handle in the morning are making the bed (if you even 
do that!), grooming and eating. 

c. Pre-School Age Children. Pack diaper bags the night before, replenish 
items (diapers, bottles, etc.). 

d. Be Flexible. Keep in mind your kids’ natural body clocks.  Many kids with 
autism or ADHD may have a hard time winding down at night to sleep, and 
consequently struggle to get up in the morning.  Or they may be so exhausted 
from their day that they fall right to sleep, and are up at the crack of dawn.  
Either way, you may want to postpone some of the morning routine items 
until another time of day.  For instance, if they have lots of energy at night, 
have them pack their backpacks for the next day and set them by the door 
before they go to bed, instead of right before they leave in the morning. Or 
have them make their bed after school.  That way, the tasks get completed 
when it works best for them, and you don’t have a constant struggle on your 
hands.   

e. Choose Outfits in Advance. If the kids have lots of energy before bedtime, 
have them spend a few minutes picking out their outfit for the next day, so 
there is no decision-making in the morning.  If they are usually exhausted at 
night, consider spending spend some time on Sunday picking out the outfits 
for the week and hang them as pairs on hangers in their closet in the order of 
the days of the week.  Then each night or morning you can just pick out the 
appropriate hanger.   

 
2. Set up a Morning Routine 

a. Keep it Simple. Just getting dressed in the morning can be a source of 
frustration for parents and kids alike.  Consider hanging some hooks in a 
foyer, mudroom, hallway or the garage. Make sure the kids’ school-related 
items are visible and accessible.  You may not like looking at hooks for 
backpacks, but if it makes your morning routine run more smoothly, your 
sanity is well worth the aesthetic sacrifice.   



b. Use Alarm Clocks. Implement an alarm clock system for each child to help 
them get up in the morning. Yes, you may have to go wake them, but 
eventually you want them to get up on their own. 

c. Start the Day Earlier. Give yourself an extra 15 minutes each morning. If 
everything is done on time, then the kids can relax or read for 15 minutes, or 
eat breakfast more slowly! 

d. Use Checklists. Checklists are great visual tools for most kids, and can make 
the routine easier to follow for all involved. Think about posting reminder 
notes in various spaces of the house that guide them from one activity to the 
next. Or use a whiteboard or blackboard with all their morning tasks in one 
place. Add tasks such as, brush teeth, take vitamin, eat breakfast, get dressed, 
and put on shoes. Older kids can have more advanced checklists that include 
completing homework, practicing a musical instrument, setting the table, 
putting out an outfit for the next day, etc. Update checklists as they develop 
new activities and goals. 

e. Create a Lunch-Making Zone. Create a lunch making zone by storing 
everything you need to make lunch in a pantry or a kitchen cupboard or 
drawer. Store all of the lunch making supplies—napkins, spoons, thermoses, 
sandwich bags, peanut butter, bread, chips and other small snacks—in a 
convenient and easy to reach location with lunch-boxes stored nearby. That 
way, you and the kids will have quick and easy access to everything needed to 
make lunch. If the kids are mature enough, they can help or take over lunch-
making duties too.  

 
3. Create a Paper Management System 

a. Create a Home Information Center. Pick a central location – a place 
near your entranceway, the kitchen, or where you put your mail – and set up a 
paper management system. You can use a 4-tier stacking system, with the 
categories Inbox, Action, To Read and To File. Visit your local office supply or 
stationery store for stackable paper trays. Remember to check the trays daily 
to avoid paper clutter accumulation.  Some people like having a chronological 
tickler file system that can be stored in a simple letter sorter and includes bills 
to pay and invitations to respond to, all filed by due date in reverse 
chronological order. And don't a recycling bin and shredder! 

b. Conquer School Papers. Set up an area in your kitchen, office or other 
convenient spot where your children can leave parent forms and other school 
materials. You can give each child a dedicated inbox and outbox, where they 
can put important papers to be reviewed and signed, and you can take them 
out, process them, and then put them in the outbox to go back to school if 
appropriate.   

c. School Reference Materials. After “Orientation Night,” set up a school 
reference file or binder with all of the papers you have received, including 
current information about school, class lists, and after school activities. 
Having one organized place to look up information saves time. If the school is 
very organized and has everything you need on its website, bookmark the 
pages you need on your computer for quick and easy access. Or simply print 
what you might need to refer to later and add it to the school reference binder. 



d. Use Technology. As soon as school starts, program all important telephone 
numbers into your mobile phone, e.g. school, inclement weather, emergency 
pick-up person, etc. Or record into your daily planner or address book and 
keep with you at all times. 

e. Use Templates. Create templates of various forms for school, such as 
permission slips, tardy and absent forms, etc. and make copies. Include blank 
areas to fill in the appropriate names and dates. Or use forms created for such 
purpose in family organizing binder systems. 

f. Create a Shuttle File. Send your child to school every day with a special 
brightly colored hard plastic folder or small clipboard designated to only hold 
notes or instructions from the teacher. We call this a Shuttle File. Guide your 
child to remove his or her shuttle file each evening and put it in your inbox, or 
his or her inbox, depending on which paper management system you are 
using. You can also guide your child to hang up shuttle file papers on a huge 
magnet on the fridge for you to see and act upon. This must be done first 
thing after school every day to be successful. 
 

4. Create a Home for Backpacks and Other School Items 
a. Create a Launching & Landing Pad. Have a place where school supplies 

& homework goes before it leaves the house. Create a station where things 
come to and from home back to school. If shoes, backpacks, sports equipment 
and other clutter have taken over the mudroom or your home's entry, you 
need a fresh start. Clean it out, then set it up to handle all the things kids will 
be bringing in and taking with them daily. Hooks for backpacks, bins for 
shoes and equipment will help make coming and going easier. Remind the 
kids to use the landing area when they arrive home from school, or ask each 
child to bring their backpacks directly to their homework station after school 
each day. This may require several reminders for the first month or so! 

b. Keep it Simple. Be sure to set up storage systems where your children 
naturally gravitate. For example, if they enter the house through the garage 
then set up hooks and shoe racks in the garage by the door.  Don’t expect kids 
to go all the way upstairs to their rooms to take off shoes and coats.  Make it 
easy for them to succeed. 

c. Set up Homes for Items. Help your kids succeed in finding what they need 
by giving their belongings a well-defined storage space.  What types of homes 
should you set up? 

i. Hooks your kids can reach for coats and backpacks.  
ii. Racks, baskets or cubbies for shoes next to the door.  
iii. Baskets or plastic organizers with drawers for hats, scarves and gloves.  
iv. A separate stacker for each child’s homework.  
v. A school supplies center to keep homework supplies together such as 

pens, pencils, scissors and glue. 
 

5. Create a Study Area 
a. Avoid Random Homework Areas. If your children do not have specific 

areas to complete homework, consider setting up one or more “Homework 
Stations.” You may need to give up the dining room or kitchen table for a 



couple of hours each day, or you could try setting up a small desk and lamp in 
an unused nook in a quiet spot in your home. Studies have shown that 
children develop good study and work habits and will stay more focused if 
they have a specific area to study and do their homework. If your child is not 
using a computer to complete a school assignment, turn it off! Ditto with his 
or her phone!   

b. A Desk is Best. Many kids wind up doing homework in kitchen or dining 
room. Keep flat horizontal surfaces clear so kids can spread out and work at 
home. If children can have a desk in their room, that is best as it avoids 
distractions. Keep the desk away from playroom, toys, etc. Use the space you 
have well. If space for a desk for each child, use it! Think about the best 
“learning environment.” 

c. Create a Homework Station. Many kids do their homework at the kitchen 
table. So the kitchen is where you should store the extra school and craft 
supplies. You can use a kitchen cabinet. Not enough space in your kitchen? 
You can also store homework essentials in a small plastic caddy with a handle, 
allowing children to work anywhere in the house. 

d. Home Schooling. If home schooling, you must have a separate space so that 
your child can change mental attitude. Create a real delineation between 
home and school. Clear areas so that the child feels like he or she is “going to 
school.” 

e. Music can Relax & Inspire Children. Most parents do not allow music to 
be playing while a child is doing his or her homework. But studies show that 
music can act as white noise and actually help kids focus better than silence 
does. Just be selective about the music! 

 
6. Use a Master Family Calendar 

a. Even in today’s technologically advanced world, an old-fashioned wall 
calendar stored on the fridge is a great organizing tool for most busy families. 
Centralize the information so that everyone’s activities for the month can be 
seen at a glance. You can even consider color-coding based on person or 
activity. You should show kids the items on the calendar so they get the sense 
of the passage of time. 

b. Kids can start to keep their own calendar when they have activities to keep 
track of.  

c. Teen years – Consider Google online calendar. Free, easy, color coded for 
each member of family, can be maintained by teens on their own. 

 
7. Learn Your Child’s Organizing Style 

a. 4 Learning Styles 
i. Visual 
ii. Auditory 
iii. Kinesthetic 
iv. Tactile 

b. Determine Your Child’s Learning Style. By third or fourth grade, your 
child’s primary learning style may be apparent. This will give you insight into 
his or her organizing style as well. 



c. Customize Systems. Many parents develop one system and apply it to 
everyone in the house equally. However, children have very different 
personalities and learning styles, so any new systems you decide should be 
individualized to each child.  Meet with each child separately to have them 
offer their own suggestions. Involving your child in the process will hopefully 
make them more motivated to follow through as well. You also need to work 
with your child’s organizational quirks. If he always loses his homework, buy 
him a neon orange folder and have him put all the assignments in it before 
bed; then make sure he puts the folder in his backpack.  

d. Use Different Tools. Use words, symbols, and colors to reinforce learning. 
Students respond to color-coding. They not only learn by hearing the words, 
but by visual cues. 
 

8. Get the Right School Supplies for Your Child 
a. Get Kids Involved. Before go shopping, use this as an opportunity to 

declutter spaces at home, and take stock of what you already have. Most 
parents buy too many pencils! Take your children shopping for school 
supplies.  Having your child participate in the process makes it easier for him 
or her to implement their use. Having the 'organizing system' be their idea 
helps them stick to the system. 

b. Follow the Teacher. Many teachers provide guidance as to what types of 
notebooks, folders and binders the students should use. Also, throughout the 
year, speak to the teacher about what needs to be brought back and forth to 
school, what can be purged, what can be recycled, what can stay at home in 
files, etc. Regularly sort and purge! It makes it easier to keep up. 

c. Choose the Right Tools. 
i. Binders – not everything needs to go in it! 
ii. Use dividers in binders – that’s what they’re there for. 
� Label your books, binders & backpacks. 
� Backpack 

• Teach your child how to use the sections. Large pockets, small 
pockets, etc. Use the tool appropriately. 

• Purge stuff that does not need to stay in the backpack. 
� Simple expanding file (accordion) system to hold papers from school. 

Hard plastic won’t get ruined in backpack. 
� Color-coded files (one for each kid, or one for each subject). 
� Simple desktop file holder. 

d. Backpack Basics: Your child’s bag is essentially his or her mobile office.  
i. Don’t buy the backpack on your own. Kids need a say in choosing 

their bag. That said, steer your child toward ones with these features: 
1. Not too many pockets. Pockets equal more places to lose 

things. Plus, students need a large open space to store their 
textbooks, folders and binder.  

2. Weight. Kids shouldn’t tote more than 10 to 20 percent of their 
body weight. So look for a bag that is not too heavy, and 
distributes weight well. Extra padding on the back panel is good 
too.  



ii. Once you’ve selected a backpack, establish the ground rules: 
1. The backpack must have a home. Each day when your child 

gets home from school, the first thing he should do is deposit the 
bag in the same spot and unpack necessary items.  

2. Clean it out periodically. On Sunday nights, remind your 
child to take everything out of his or her bag, sort and purge it 
with your help, and repack the whole thing.  

 
9. Set up a Filing System for Your Child’s School Papers at Home 

a. Get Organized. Kids should have their own personal file folders or paper 
storage system at home. Set it up in their room, using a system that makes the 
most sense to that child (portable open file holder, file drawer, accordion 
plastic holder, etc.). Name the files according to what your child calls each 
subject, and don’t forget extra files for Certificates, Standardized Test Scores, 
Report Cards, etc., as well as creative topics like writing or poetry, whatever 
your child is into.  

b. Think Vertical. If you install shelving in kids’ rooms, make sure to go 
vertical! It takes up less space and is visual. The desk can go below the 
shelving. Another great tool is a literature sorter, which looks like an old-
fashioned mail slot system. The openings can be labeled for each subject just 
like a filing system would be. Wall pockets are also great ways to store papers 
in a kids’ room without using a drawer. 
 

10. Use a Memory Box for Each Child 
a. One per Child. A Memory Box is a container in which each family member 

can store his or her most treasured possessions. The size should be big enough 
to fit the prized possessions, but small enough to grab and carry out of the 
house, in case of an emergency. The actual container can be a no-nonsense 
functional type, like a plastic bin, or it can be a lovely decorated stylish box, 
bin, or basket. 

b. One per Year. Start a Memory Box for your children’s prized artwork, 
sentimental childhood possessions, schoolwork, etc.  They can decide, with 
you, what goes in it.  You can have a master Memory Box, and one for the 
current school year.  At the end of the school year, your child, with your help, 
can revisit the year, purging any items that are not vital enough to go in the 
master Memory Box.   

 
General Decluttering 
• Organizing at Home 

o A lot of parents complain that they have limited space, and stuff is all over the 
house. If the stuff is taken care of at home, it will decrease the stress for you 
and the kids on a daily basis. 

o Clutter makes it really tough for anyone to study well. It creates stress for 
parents too. 

o Take children with you when you donate items so they can see where it goes 
and how others benefit. 



o Regularly work with your child to keep the limit at one level. Use the “One In, 
One Out” rule. 

o Tips: 
� Find the vision you have for the space. 

• Think first what it is you want from a space, and then set it up to 
further that goal. 

� Make organization a family value. 
• Clean out kids’ bedrooms. Go through your children's bedrooms and throw out 

damaged clothes and toys. Clothes that don't fit can be saved for younger children or 
donated (do same with toys that aren't used anymore).  

• Don’t forget the car and garage. The car and garage seem like strange places to 
organize for school, but they often need a revamp before the new school year. Clear 
the clutter and start with a clean slate. And wouldn’t it be nice to park the SUV or 
mini-van that you paid so much for in the actual garage? 
 

Model Behavior for Your Children 
o Set a good example. If you run around like crazy in the mornings looking for your 

keys, you are not modeling good organizing behavior for your kids Set a good 
example and use these tools to get better organized. Work on your clutter as well as 
theirs. Talk to them about how disorganization affects you (whether it is because of 
your own or someone else's disorganization). And remind yourself that it's easier to 
make changes now, before the school year starts. 

o Tips 
� Show that you value organization. If you value it, your children learn to do so 

too.  
� Establish clear limits and routines. Your child will develop clarity and focus 

around these daily habits. 
� Always complete the cycle (finish a task). If you start something, complete it. 

If you finish something, replenish it. If you open something, close it. 
 
In the Classroom 
• At orientation night, speak to the teacher about expectations. See how the class is 

organized, the layout, and what the teacher’s style is. 
• The average teacher in the U.S. spends $1200 per year on supplies. Teachers need 

supplies as gifts! Donate to a teacher to help with classroom organization. 
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