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Introduction 
 

Reading allows you to gain insight from the author and combine it with your 
own life experience. A book study brings to the table the collective 
experiences of the group. You support each other. You hold each other 
accountable. You grow together. 
 
Thank you for choosing this second edition of Get Organized!: Time 
Management for School Leaders as the subject of your study. 
 
This book is built around several key concepts: 

✓ Every good thing you do for your students, school system, 
community, family, or yourself is accomplished through the dimension 
of time. Get that part right and all else becomes easy.  

✓ You need a system. A collection of tips is good. A set of practices 
which work together is life-changing. 

✓ Technology changes. Good tools find themselves replaced by better 
tools. Good methodology is lasting. This book provides methodology 
that has been sounds for well over a decade and easily adapts to the 
changes in our environment.   

As a participant in this book study, you have permission to save and print 
copies for your own use and for use with others in the book study. 

Finally, I invite you to connect with me. My website, FrankBuck.org is the 
gateway. You will find my blog, which gives me a forum to discuss what is 
current and perhaps temporary. You will see a box where you can 
subscribe to the blog. Every time I publish something new, it will come to 
your email. You will see links to my various social media outlets so that you 
can connect there. Finally, you can subscribe to email updates using the 
sign-up on the website. I reserve some of my best stuff for subscribers.  

Enjoy the book. Enjoy the book study. Get organized, and make it look 
easy! 

 

 

 

http://frankbuck.org/
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Chapter 1  

Clear Your Desk  
 
If you want to move from where you are to where you want to be, it helps to 
know where you are. Take a moment to complete this short survey: 
 

 Never Occasionally About Half 
the Time 

Usually Always 

My desk is a mess! 
 

     

I am looking for paperwork. 
 

     

I have trouble finding what I 
have saved on my computer. 
 

     

My e-mail is out of control. 
 

     

My to-do list is a mile long and 
I don’t know where to start. 
 

     

Details keep falling through the 
cracks. 

 

     

I do things at the last minute. 
 

     

I am always working, but I just 
don’t seem to accomplish 
things of great importance. 
 

     

Stress in my job is a real 
problem. 
 

     

The “busy trap” saps the joy 
from my work. 
 

     

 
Share the results with those in the book study. What surprised you about 
what your colleagues said? 

 
___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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If we were to go to your desk right now, describe what items we would find. 
Which ones could go in a tickler file?  

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

Do you see any challenges involved with the Tickler File? If so, how can 
you work around them? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

What are your next steps for implementing the concepts from this chapter? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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Chapter 2  

Your Signature Tool 

Many of us read with a yellow highlighter in hand and mark a sentence 
here or there which seems significant. If you were to highlight one sentence 
in this chapter, what would it be and why? 

___________________________________________________________ 

 

What was your signature tool before you read this chapter? Will that 
change because of what you read? If so, how and why? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

Page 17 lists seven criteria for choosing a digital task list. Which of these 
features does your digital task list (or the one you want to adopt) have? 
Pair up with a colleague and compare yours to theirs.  

Criteria Mine Theirs 

1.    

2. ______________________________   

3. ______________________________   

4. ______________________________   

5.    

6. ______________________________   

7. ______________________________   
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What are the “Fab 5” for today? How many are pushing forward significant 
goals for you? 

1. _______________________________________________________ 

2. _______________________________________________________ 

3. _______________________________________________________ 

4. _______________________________________________________ 

5. _______________________________________________________ 

What do you see as the advantages of having a paper signature tool? What 
are the advantages of a digital signature tool? 

Paper Signature Tool Digital Signature Tool 

  

  

  

  

  

 

What are your next steps for implementing the concepts from this chapter? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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Time Management Bingo 

Directions: Each square potentially describes a person in the room. Seek 
out fellow participants who fit the descriptions and have them sign their 
names in the appropriate boxes. Each person may sign only one square.  

 

Find someone who… 

Usually works 
ahead of 
deadlines 

Uses a paper 
planner 

Almost always 
arrives to 

meetings early 

Has a good 
system for 

documenting 
phones calls 

Has a messy desk 

Is overwhelmed 
by too much to do 

Gets email inbox 
empty daily 

Is good at 
handling multiple 

projects 

Usually 
procrastinates 

Tends not to 
delegate 

Uses a digital 
 task list 

Is always looking 
for paperwork 

Is good at 
delegation 

Has 200+ emails 
in the inbox 

Is often late to 
meetings 

Has sticky notes 
posted 

everywhere 

Uses Evernote Uses a digital 
calendar 

Has icons all over 
the desktop 

Uses a tickler file 

Uses Dropbox Has 1,000+ 
emails in the 

inbox 

Uses Google 
Forms 

Has a clean  
desk at the end  

of the day 

Is good with 
spreadsheets 
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Chapter 3  

Handling Repeating Tasks  
 
What one sentence in the chapter stands out to you as the most important? 

___________________________________________________________ 

 

How do you presently keep up with your repeating tasks? How well is it 
working? Do you find tasks “slipping through the cracks”? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

What are 5 tasks you do every year right about this same time? What about 
5 tasks you have to do every month? 

Annually at this time Monthly 
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What are 5 repeating tasks you do now which you could delegate to 
someone else? 

Task Person Who Could 
Handle This Task 

  

  

  

  

  

 

When you say “yes” to something that’s not wort your time, you are also 
saying “no” to something potentially more valuable. What are some tasks 
you currently do that don’t need to be done at all? 

Task 

 

 

 

 

 

 

What are your next steps for implementing the concepts from this chapter? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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Chapter 4  

Managing the Flood of Incoming Information  
 
What is your current system for documentation? How well is it working? 
 
___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

Talk about a time in your career where failure to document left you in an 
uncomfortable position.   
 
___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

Can you think of a time when your documentation saved you? 
 
___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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If you had to guess, how many emails would you say are in your inbox right 
now? Of the ones which are more than a day old, why are they still there? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

Quick…Think of 3 people in your life that you can never trust to act on their 
email in a timely fashion? (Don’t list names. After all, we wouldn’t want to 
embarrass anyone.) 

 

Pair up with a colleague. Take out your mobile device and open your email. 
See if you can identify an email in each of these categories: 

1. Information on a place you have to be. 
2. Information on something you have to do. 
3. Information about a task you will delegate. 
4. Information to save for documentation. 
5. Good reference information. 

 

What are your next steps for implementing the concepts from this chapter? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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Chapter 5  

Handling Multiple Projects  
 
What are 3 projects you have “on your plate” right now? Using the model in 
this chapter, complete the templates below. 
(The goal to the right of the “xx”, the next step to the left. Other next steps 
and other information about the project in the note section.) 
Perhaps pair up with a colleague and work on yours together. 
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What are some of the major areas in your life?  
On a scale of 1-10, how effectively are you managing that role? 
On a scale of 1-10, how effectively would you like to manage that role? 
 

Area Where I Am Where I Want 
to Be 

   

   

   

   

   

   

   

   

   

   

 
Areas could include parent, spouse, financial security, career, health & fitness, friends, spiritual life, hobbies. Areas could also 
include committees on which you serve, organizations where you volunteer, or anything else that is an important investment for your 
time. 
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If we look at your task list, will we see goals or projects related to these 
important areas of our life. Below is a place where you can brainstorm 
ideas. 

Area Phrase as a Project or Goal 

Fitness xx Program for regular exercise is in place 

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

 

Now, figure out a next step to get things started. 

Next Step Project or Goal 

Research gym membership 
options 

xx Program for regular exercise is in place 

 xx 

 xx 

 xx 

 xx 

 Xx 
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Next Step Project or Goal 

 xx  

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

 xx 

Once you complete a next step, the job is to come up with the next one. That’s what 
keeps a project from stalling. 

What one sentence in the chapter stands out to you as the most important? 

___________________________________________________________ 

 

What are your next steps for implementing the concepts from this chapter? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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Chapter 6 & Chapter 7 

Where Do I Put It?...It’s Paper 
Where Do I Put It?...It’s Digital  
  

Why do you think this book study guide combines these two chapters?  
Why do you think the chapter in organizing paper came first? 
 
___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

Fast forward 10 years. Will we still be able to categorize as Reference, 
Current Projects, and Fingertip? Why or why not? 

___________________________________________________________ 

___________________________________________________________ 

 

How would you describe the Temporary Trash Can to someone else? Can 
you think of items you have handled this week that should go there?  

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

Describe your system for backing up digital files. 

___________________________________________________________ 

___________________________________________________________ 



Get Organized!:Time Management for School Leaders Book Study Guide © Frank Buck Consulting, Inc.          17 

Did you learn a new idea that will be easy to implement? What was it? 

___________________________________________________________ 

 

Did any new idea strike you as being hard to understand or difficult to 
implement. What was it? 

___________________________________________________________ 

 

Do you use a cloud-based storage system (such as Dropbox)? Talk to your 
colleagues about it. How much does it cost? How much can you store? 
Can you share your documents with others? Can you access your 
information on your mobile devices or from other computers? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

What are your next steps for implementing the concepts from these 
chapters? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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Chapter 8  

Evernote Made Easy  
 
After reading this chapter, which sentence best describes you: 

1. I already use Evernote, and I already knew all of the material. 
2. I already use Evernote, but I learned new things about how to use it 

better. 
3. I do not yet use Evernote, but I see I have a need for it. 
4. I do not need Evernote. I am handling my digital notes in another way 

that works well for me. 

Expand on your answer: 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

 

In Chapter 4, you read about documenting with a paper journal. In this 
chapter, you read about documenting digitally with Evernote. What do you 
see as the advantages for each method? 

 

Paper Journal Digital Documentation 
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What notebooks and tags do you think you will need? 

Notebooks I will create: 

     1.          .Inbox                               2.         Miscellaneous        

     3.         Personal Information         4. ____________________________ 

     5. _________________________6. ___________________________ 

     7. _________________________8. ___________________________ 

Tags I will create: 

      1. _________________________ 2. ___________________________ 

      3. _________________________4. ____________________________ 

      5. _________________________6. ___________________________ 

       7. _________________________8. ___________________________ 

 

What are your next steps for implementing the concepts from this chapter? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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Chapter 9  

Putting it All Together: Mindy’s Math Dilemma  
 
Describe a time when you felt like Mindy. 

___________________________________________________________ 

___________________________________________________________ 

 

If someone asked you to produce a list of all the projects currently on your 
plate and the status of each one, how long would it take you to produce 
that list? 

___________________________________________________________ 

 

Using what you have learned in this book, how could you create that list in 
a matter of seconds? 

___________________________________________________________ 

 

What is a large and perhaps perplexing project you are currently facing? 
Have several members of the group share a real-life situation. As a group 
select one. Together, decide the following: 

1. What is the goal? Does this project really involve several smaller 
goals? If so, what are they? 

2. What is a logical first step towards pushing that goal forward?  
3. What are some other next steps you can think of that will or may 

come later? 
4. What type of reference material do you foresee gathering during the 

life of the project? 
 

 
Pair up with a colleague. Describe a project on which you are working right 
now that will take some time and a number of steps. Schedule a time to talk 



Get Organized!:Time Management for School Leaders Book Study Guide © Frank Buck Consulting, Inc.          21 

one week from today. During that conversation, tell the other person what 
you have accomplished on that goal and the next step to take on that goal. 
Remember, that next step must be crystal clear. Your partner should be 
able to visualize your actions. 
 
What are your next steps for implementing the concepts from this chapter? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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Chapter 10  

Time is My Friend  
 

People often think “school leader” is a synonym for “the principal.” This 
book broadens that definition. Who are some people in your building you 
would call school leaders even though they have never been a principal?  

___________________________________________________________ 

___________________________________________________________ 

 

How can you take what you have learned and share it with others?  

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

Once the book study has concluded, how can you continue your own 
personal growth? Here are a couple of examples: 

1. Make re-read Get Organized! an annual (or semi-annual) repeating 
task. 

2. Form a “master mind” group to bring like-minded high achievers 
together. 

What other ideas do you have? 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 
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Thank you for choosing Get Organized!: Time 
Management for School Leaders as the subject of 
your book study. Every good thing you do happens 
through the dimension of time. Take what you have 
learned and make today count! 
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