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Managing Task Lists Best Practices

Understand the Program of Study: Familiarize yourself with the CTE program of study's curriculum, tasks,
projects, and learning objectives. This understanding will enable you to accurately track student progress.

Organize the Task List: Create a comprehensive list of tasks, projects, and learning objectives outlined in the
program of study. Group them by units, modules, or themes to make tracking more manageable.

Utilize a Tracking System: Choose a tracking system that suits your needs. You can use spreadsheets (e.g.,
Excel, Google Sheets), project management tools (e.g., Trello), or an educational management system (e.g.,
Google Classroom, Canvas). Guides4Learning

Create Individual Profiles: If possible, create individual profiles for each student within your chosen tracking
system. This allows you to customize tracking and feedback for each student's progress.

Establish Deadlines: Assign specific due dates for each task, project, or learning objective. This ensures that
students have a clear timeline for completion.

Use Checklists and Rubrics: Develop detailed checklists for each task, outlining the specific steps or criteria for
success. For more complex projects, create rubrics that clearly define expectations and assessment criteria.

Regularly Monitor Progress: Regularly review students' progress against the task list. This could be done during
class time, designated check-in sessions, or at the end of each week.

Provide Timely Feedback: Offer timely and constructive feedback on completed tasks. Highlight strengths and
areas for improvement, and guide students on how to enhance their work.

Document Accomplishments: Keep a detailed record of each student's completed tasks, projects, and
assessments. Include dates of completion, the quality of work, and any relevant notes.

Use Data Visualization: If using a spreadsheet, consider using charts or graphs to visualize student progress
over time. This can provide a quick overview of how students are advancing through the program. This can also
help the teacher to see what students are able to do and where students struggle.

Celebrate Achievements: Acknowledge and celebrate student accomplishments. Showcase exemplary work in
the classroom, share success stories, or recognize achievements in school-wide communications.




