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Homework in Outlook?

Flag     homework related emails so that you 
can click on your task list       when you get 
home that day or just so they stand out.

Create a task                      for that piece of 
homework.

Each day create a single task with due date tomorrow where 
you keep adding homework as you get it to the notes. 

You can then write DONE next to each piece in the NOTES  
then mark it as                     . If not completed, it will show up 
as not completed along with the new day’s homework, so 
when you do it the next day then you mark it complete. 

Here is a simple approach:
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Each afternoon, check your tasks          and use LIST view sorted 
by DUE DATE. That way both homework and all other tests and 
assignments you need to work on will show. 

Assignment and Test Planning in Outlook

Each day, work down your list of tasks and if you complete parts of the task write DONE in notes. 

Hands up if you are also using an online planner such as 
outlook?
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OUTLOOK:

OUTLOOK:
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Put the assessment 
overview up on the 
wall (and note the 
date in the 
appropriate week in 
your planner).

Emailed to students 
and in Monte – plus 
students can log 
into EDUMATE for 
their personal 
schedule. 

REMINDERS 
eg bring 
sports shoes

HOMEWORK

SCIENCE TEST

PLANNING
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The Planner:

Distractions on your MacBook?
Visit Monte Self Service!

- Be Focused

- Flexible Timers

- HabitMinder

- Hocus Pocus

- Time Out
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Apple Screen Time

- App Limits 
(a daily usage limit on apps)

- Downtime
(schedule timeslots where only certain apps available)

Parents can also use 
admin account to account 
to install programs such as 
Cold Turkey that can 
help with website control.

All Year 7-10 students at Monte have a 'test week' in 
mid Term 2 and mid Term 4. 

o 'Test Week' means a cluster of 4 to 5 in-class tasks, each 40 minutes, 
spread across a few days. During these 2-3 days students will have no 
classes and will have supervised 50-minute study periods between 
tests. They will be in classrooms. They are not the longer exams in the 
hall – just smaller tests in class. 

o Yearly Exams happen in Years 9 and 10. Exam Week is  in T4 for Years 
9-10. These exams are sat in the main hall, and with longer duration.
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