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  Preface

  WHAT IS THE PURPOSE OF THIS BOOK?

  Whether you just started your first teaching assignment or you have years of experience in the classroom, you are working hard to become a successful educator. To help you accomplish this goal, The Teacher’s Ultimate Planning Guide first presents a summary of the research on successful teaching and then shows you how to achieve it—how to design effective curriculum, prevent and manage student discipline problems, make the most of limited time and resources, handle parent pressures, and much more. This comprehensive guide goes beyond the day-to-day planning and execution of teaching tasks and shows you how to have a thriving teaching career. Creating and maintaining a thriving teaching career demands continual learning, teaching, reflecting, and sharing. These four activities are the roots of both professional and personal growth. This ultimate planning guide shows you how to take control not only of your classroom but also of your career and your life.

  WHY DO YOU NEED THIS BOOK?

  Studies have found that teachers report some of the highest levels of occupational stress. As a result of this extreme stress, over half of all new teachers leave the profession within their first seven years of teaching, and most of those leave within their first two years. Many teachers leave midcareer due to frustration with their jobs and teacher burnout. Those midcareer teachers who might suffer from teacher burnout but choose to stay in the classroom often lower their teaching performance, sometimes to a bare minimum, to get by. This attrition of new and experienced teachers, coupled with weakening teacher performance, is alarming, especially as we face a growing teacher shortage.

  Occupational stress is often caused by not having enough skills to do your job well. In colleges and in emergency teacher preparation programs now in place in many states to help alleviate the growing shortage, prospective teachers are taught how to instruct but receive little training in management. Consequently, they are not prepared to handle the myriad of responsibilities and challenges they will face on a daily basis, including managing large groups of children by themselves. Therefore, many teachers, especially those who enter their classrooms for the first time, are not prepared for all the “other things” that teachers do. No matter how many hours they log in student teaching, many still are not prepared to teach.

  Even teachers with several years of experience under their belts may not have mastered the art and science of teaching. Many teachers acquire their teaching experience in what is often described as a “vacuum,” receiving little mentoring and coaching from seasoned educators. Most of their learning comes from painful, stressful, frustrating years of trial and error—conditions not conducive to mastering the skills needed to become successful educators. For these beleaguered teachers, this book will reaffirm what they have learned on the job that is effective and supportive of successful teaching, and it will give them what they still need to learn to be the best teachers they can be.

  WHO SHOULD READ THIS BOOK?

  Teachers of Grades K-12, including all subjects and areas of specialty, such as special education, art, music, and physical education, should read this book, especially teachers who are

  •   Teaching for the first time, including student teachers

  •   Experiencing change in their work assignment or work environment

  •   Reentering the field after several years

  •   Feeling stressed and burnt out from teaching

  This book also provides administrators and school board members with invaluable information for shaping policies and procedures in ways that will ensure teacher success. It also provides a framework for colleges to use for preparing prospective teachers. The epilogue is written specifically for school leaders at every level.

  The information in this book is also useful for students who are considering a career in education, thus making it a great resource for college and high school career placement offices.

  IN WHAT SETTINGS CAN YOU USE THIS BOOK?

  This book is written as a resource for teachers who need more support in becoming successful educators. It is intended for use as

  •   A comprehensive planning guide for classroom teachers and special subject area teachers already employed in a school setting

  •   A guide for a staff development seminar

  •   A textbook for teacher recertification courses

  •   A prerequisite, supplemental reference guide, or textbook for student teaching

  •   A supplemental text for classroom management, teaching methods, or curriculum planning courses

  •   A textbook for teacher induction programs sponsored by state education departments, professional associations, school systems, or schools

  •   A guide for mentor-teacher and lead-teacher training programs

  WHAT ARE THE BENEFITS OF USING THIS BOOK?

  This comprehensive planning guide shows teachers how to become successful educators, helping teachers increase their competence and productivity and avoid burnout and early attrition. The desired results of teachers using this book are reduced faculty turnover and increased school stability, which would save schools money and improve student achievement, leading to the ultimate benefit of this book—more successful schools.

  WHAT ARE THE BOOK’S SPECIAL FEATURES?

  Special features of this book include

  •   Objectives at the beginning of each chapter

  •   A summary at the end of each chapter

  •   Unique questions in every chapter that promote reflection and personalize the text for each reader
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  •   Success Tips, denoted in the text by a hand ringing a bell, to help teachers work more efficiently and effectively

  •   True Stories, denoted in the text by an apple on a stack of books, to illustrate points made in the text and to offer additional success tips
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  •   Resources for Successful Teaching, denoted in the text by a pair of glasses beside a book, which includes master copies of lesson plan book pages, easy-to-use checklists, lists of professional organizations, and more
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  HOW CAN YOU GET THE MOST OUT OF THIS BOOK?

  To get the most out of this book, it is important to thoroughly answer all the questions posed in each chapter and to record your answers in a notebook. To answer some questions, you may need to consult existing school documents; keep these in a folder near your notebook so that you can easily refer to them as needed. You will also need to have your lesson plan book handy for Section II, Your Action Plans. The Resources for Successful Teaching section at the end of this book has master lesson plan book pages that you can photocopy and place in a three-ring binder for this purpose. Feel free to modify these master pages as you see fit.

  WHERE CAN YOU SEND FEEDBACK ABOUT THIS BOOK?

  Please e-mail your comments or questions about this book to the author, Lisa Burke, at LMB9@yahoo.com. All feedback is welcome, especially information about what you found most helpful in this edition and what you would like to see improved in future editions.
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  This book is dedicated to all teachers who fill our minds with knowledge about our world, our hearts with compassion for others, and our souls with courage to always do the right thing.


  Introduction

  The Successful Teacher: What Research Tells Us

  INTRODUCTION AND OBJECTIVES

  Successful teachers are those who have mastered the art and science of teaching. It is helpful, therefore, to examine the research that identifies the characteristics and behaviors of successful teachers.

  The objectives of this introductory chapter are to identify

  •   What characteristics and behaviors successful teachers demonstrate

  •   Why some teachers struggle even when they have been exposed to the research on successful teaching

  •   What stress is and what causes it

  •   What stressors are and which ones are particularly common for teachers

  •   How we can apply both the research on preventing teacher stress and the research on successful teachers to enable successful teaching

  SUCCESSFUL TEACHERS: WHO ARE THEY?

  Most of us think we know successful teachers when we see them—they are enthusiastic, energetic, and appear to be in control of their classrooms. But is there more than meets the eye? Just who are the teachers who succeed?

  Successful teachers are effective teachers—ones with the highest student achievement. Because teacher effectiveness is the most powerful predictor of student success, it is imperative that we understand what makes a successful teacher.

  Successful teachers exhibit many common characteristics and behaviors. Research shows that it all begins with their expectations of their students and of themselves.

  Successful teachers believe that students can and will learn. They set high but attainable goals for academic performance. They review and use research findings to improve their instruction and to examine their own effectiveness. As reflective practitioners, they always strive to improve their teaching performance. They engage in meaningful and ongoing professional development. They also demonstrate a passion for the work they do.

  They have a deep knowledge of the subjects they teach. Successful teachers use their knowledge of the subject matter and their students’ background information, such as developmental levels and personal interests, to guide their instructional planning. Their instruction matches learners’ needs, and they make adjustments as necessary.

  They also use a variety of teaching models, including both direct and indirect models, and balance their use to match the developmental levels of their students. They use more direct instruction with lower-achieving and younger students. Successful elementary school teachers use a direct model of teaching more than half the time, especially in reading and math, where teacher-directed approaches yield stronger gains. At the high school level, successful teachers use an indirect mode of instruction, such as questioning and open inquiry, more than half the time. With whatever teaching model they use, successful teachers actively engage their students in learning activities. They effectively group students for instruction, and they use cooperative learning activities.

  They design instruction that encourages students to think. They use effective questioning skills and higher-order questions. They cue their students for clarification or elaboration to extend learning, such as “Yes, the answer is 243, and how did you arrive at that answer?” They also provide “wait time” for students to formulate their answers.

  Successful teachers emphasize academic goals and activities. They have a goal-oriented instructional program. They plan lessons to daily learning outcomes. They clearly communicate the educational objectives and learning expectations of the lesson, and they use advance organizers to help their students grasp the purpose and scope of the lesson. (Advance organizers are organized representations, often in the form of webs or outlines, of what it is to be learned.)

  They monitor student progress in a variety of ways and conduct frequent assessments of student learning. They supervise students’ work and give timely feedback to both students and their parents.
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    Researchers have found that giving feedback is the teacher behavior that influences strong student achievement most.

  

  Successful teachers use time masterfully, comfortably pacing instruction and transitioning seamlessly among activities. They spend more time teaching students and assign less busywork. Students are kept on task by offering clear directions and effectively monitoring student activity, making contact with students frequently during seatwork and quickly attending to students’ inappropriate behavior to help prevent discipline problems.

  Successful teachers’ discipline strategies are clear, firm, and consistent. Research has shown that successful teachers punish less, support and reassure more, reprimand softly and only when necessary, and allow offenders to save face. They use positive classroom management strategies, such as positive reinforcement and encouragement, and use praise selectively.

  They create a climate of fairness in the classroom and keep morale high. Successful teachers create a relatively relaxed learning environment with a task-oriented focus. They establish a cooperative, family-like atmosphere. They accept feelings and are empathetic toward others. They establish and maintain rapport with students, parents, and colleagues. They encourage parental involvement in student learning and exhibit positive community relations.
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    There is a positive and significant relationship between teachers’ levels of interpersonal skills—for instance, practicing active listening and showing empathy—and students’ attendance, selfesteem, and gains on achievement test scores. Findings show that teachers can develop and improve their interpersonal skills through training, including taking courses and reading available resources on the topic.

  

  WHY DO SOME TEACHERS STRUGGLE TO SUCCEED?

  Most teachers graduate from a four-year teacher preparation program that includes three or more years of teaching theory and several months of applying that theory in a working classroom or learning environment. Yet when it comes time to lead their own classrooms, many teachers struggle to succeed during their first few years of teaching. Even teachers with many years of classroom teaching under their belts can feel that they haven’t reached a satisfactory performance level—a feeling with which their colleagues or principals may concur. Despite years of experience, these teachers still struggle to succeed.

  The root of the problem lies with the nature of the job. Successful teaching is more than just knowing how to use teaching strategies. It is more than just tutoring on a large scale. Successful classroom teaching is rooted in effectively managing a large, complex, and diverse learning environment.

  In colleges or emergency teacher preparation programs, prospective teachers learn a lot about how to instruct but not how to manage. As a result, they aren’t prepared to handle the myriad responsibilities they will face on a daily basis, especially managing large groups of children singlehandedly. Many new teachers enter their classrooms for the first time with little idea of all the responsibilities that go along with teaching. No matter how many hours they log in student teaching or spend in teacher preparation courses, many still are not prepared to teach.

  The result is stress. Many teachers are overwhelmed with everything they have to do just to survive, let alone thrive. Many tasks are extremely time-consuming and are often emotionally draining. Add a hefty amount of accountability to the mix, and the pressure of everything can be too much. Consequently, many teachers do not succeed, and they will continue to struggle, often until they burn out.

  Teachers, Are You Stressed Out?

  Ask yourself the following questions to find out if you’re stressed out:

  •   Do you feel excessive pressure from not having enough time to do the things you need to do?

  •   Are you leaving work frustrated and exhausted?

  •   Do you suffer from insomnia or other sleeping difficulties?

  •   Do you find it difficult to let go of work at the end of the day?

  •   Do you frequently experience gastrointestinal problems such as ulcers, indigestion, or poor appetite?

  •   Do you have low self-esteem or feelings of hopelessness?

  •   Do you feel as if you’re in a long, dark tunnel without a light in sight?

  If you answered yes to one or more of these questions, you might be experiencing stress. But take heart. You’re not alone, and you can prevent it. You can succeed. This book shows you how.

  STRESS: WHAT IS IT?

  Stress is a physiological condition that is essential to life. Whether your stress is the result of a major life experience or the cumulative effect of minor everyday worries, your responses to these experiences determine the impact of stress on your life.

  Dr. Hans Selye (1974), a physician and prominent researcher on stress, defines stress as the body’s physiological response to any demand, pleasant or unpleasant, made on it. This response includes the release of cortisol and adrenaline into the system, which causes increases in blood pressure and heart rate. In addition, muscles tense, senses heighten, and metabolism changes.

  The demands made on the body that trigger this physiological response are called stressors. Stressors disrupt a body’s natural balance. Your brain detects stressors, interprets the changes in your environment and in your body, and decides when to turn on the stress response.

  Stressors are from four basic sources. First, there is your environment, such as noise, traffic, and weather. Second are social situations, such as disagreements, demands on your time by others, and deadlines. The third source is physiology, such as aging, menopause, lack of exercise, and poor nutrition. Finally, your own thoughts can be stressors.

  The General Adaptation Syndrome

  For all kinds of stressors, the physiological response is the same. Selye named this response the general adaptation syndrome. According to Selye, the general adaptation syndrome has three stages: alarm, resistance, and exhaustion. In the first stage, you become more alert and your body poises for “fight or flight.” This occurs whether the situation warrants this type of response or not. The response is left over from our evolutionary past, protecting us from danger in our struggles for survival. The alarm stage is still very useful to us, especially when a stress response is needed for a short time, such as in the face of extreme danger. However, most modern stressors occur over a sustained period. The body stays primed to react, and the alarm response stage spills over into the next stage—resistance.

  In the resistance stage, your body uses energy to adapt to the stressor. The length of this stage depends on the intensity of the stressor and your ability to adapt to it. If your body can get used to the stressor, it returns to a state of natural balance. If you never deal with the stressful situation, the long, severe stress eventually depletes your energy and decreases your body’s resistance to the stressor. As the stressful situation continues, it leads to the third stage—mental, emotional, and physical exhaustion.

  Positive and Negative Stress

  The general adaptation syndrome can have a positive or negative trigger, or stressor, so it can create positive or negative stress in your body. Positive stress helps motivate you and enables you to achieve peak performance. For instance, football players experience positive stress during their coach’s rousing pep talk moments before a big game.

  Negative stress, on the other hand, can make you feel anxious, nervous, depressed, and irritable. It can also decrease your patience and tolerance, affecting your interpersonal relationships. Moreover, it can affect your immune system and lead to health problems such as high blood pressure, migraine headaches, heart attacks, ulcers, and insomnia. If not dealt with, negative stress eventually leads to the state of mental, emotional, and physical exhaustion that defines the third stage of the general adaptation syndrome. In this state, you often experience low self-esteem and feel hopeless, helpless, and weary. This state is often referred to as burnout.

  Negative stress, or distress, is the type of stress that plagues most people. Distress is implied every time the word stress is used in this book. What we know about stress and its causes has great implications for all people, especially for those who experience it often.

  STRESS AND TEACHING: WHAT EVERY TEACHER MUST KNOW

  Stress prevents successful teaching. Unfortunately, the American Institute of Stress has found that being a teacher is one of the most stressful occupations. One study concluded that some teachers experience more stress than police officers, miners, air traffic controllers, and even medical interns. Millions of teachers throughout the world are not surprised by this news.

  Time and time again, studies have found that teachers report some of the highest levels of occupational stress. High occupational stress is usually caused by physical danger, extreme pressure, or responsibility without control. The teaching profession can have all these characteristics. For most teachers, however, the cause of extreme occupational stress is not an infrequent, intense event, such as those a firefighter might experience, but the cumulative effect of constant, subtle daily stressors involving danger, pressure, and responsibility without control.

  Throughout history, teachers have experienced stress. This stress has traditionally been caused by the pressures of accountability, the constant change characterized by the profession, and the loneliness of the job. But the prevailing culture and educational system determine which unique stressors exist at the time. As times change, so do some of the stressors.
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    When I was growing up, a new child joining the class in the middle of the school year was a rarity. Today I live in a community that is growing and changing rapidly, with multiple real estate transactions occurring daily. Now I have about half a dozen new students join my classes at different points during the school year. Each child becomes a new personality, a new need, and a new stressor for me.

  

  What Causes Teachers’ Stress?

  For today’s teachers, there are three major categories of stressors that cause work-related stress. The first, organizational stressors, includes the social stressors previously described. For teachers, organizational stressors are found in the workplace, including the daily job responsibilities and relationships with colleagues, administrators, and students.

  The second category is environmental stressors. These originate outside the workplace and include the students’ families, the community, and the teacher’s own family and friends.

  Individual stressors, which fall under the category of physiological and psychological stressors, as previously described, are the third category of teachers’ stressors. These include the teacher’s personal characteristics, such as personality type, attitude, and state of physical health.

  This book focuses on all three categories of stressors related to the teaching profession.

  What Are Your Stressors?

  Use the Stress Inventory shown in Figure A.1 to find out which stressors you’re struggling with. The inventory helps you identify your stressors, how often they occur, how much control you feel you have over them, how you currently respond to stressors, and how effective your responses are. Copy the table into a notebook that you can also use to complete the questions in the rest of this book (see “How Can You Get the Most Out of This Book?” in the Preface for more information). Provide as many lines in your table as you need.

  Figure A.1. Stress Inventory
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  To help you complete the inventory, answer the following questions:

  •   Stressor: What events cause you stress? Include who or what is involved in the stressor, and begin your statements with verbs. Examples include “completing paperwork on time for weekly department meetings,” “interacting with the principal in a one-on-one meeting,” “dealing with discipline problems in my last-period class,” “helping Sally learn the multiplication facts,” and “helping my son with his homework.”

  •   Frequency: How often does each one occur? Is it always, frequently, or seldom?

  •   Amount of Control: How much control do you feel you have over each stressor? Is it a high level of control, some control, or no control?

  •   Your Response: How do you currently respond to each stressor? Do you try to overcome it? For example, using the first of the previous examples, you “bring all paperwork home and work all weekend, giving up tons of family time and sleep to complete it.” Do you get depressed, frustrated, or angry? Do you just accept it or brush it off? Do you enlist the support of others? Specify exactly what you do for each stressor.

  •   Effectiveness of Response: How effective is your response in removing or managing the stress caused by the stressor? Describe it here or use a scale: for example, 1 denotes that your response does not effectively deal with the stressor at all, 5 denotes that your response moderately decreases the stress associated with the stressor, and 10 denotes that your response very effectively manages the stress associated with the stressor and thus removes the stress completely.

  Look at the stressors you identified. Are any related to your job? Can you group your stressors in any way? Are there any common elements among some or all of your stressors? Which stressors or group of stressors are contributing most to your stress?

  Compare your list with what today’s teachers find to contribute most to their stress: time management issues; student discipline problems; relationship tensions with administrators, colleagues, parents, and community members; inadequate resources; role conflict; and role ambiguity. Do some or many of your stressors fall within these categories? If so, this book is here to help, offering practical advice and techniques you can use to prevent and effectively manage teachers’ work-related stress.

  In the Stress Inventory, you also identified the amount of control that you feel you have over the stressors and the way in which you currently manage them. You will use this important information later in this introduction.

  Why Must Teachers Learn to Deal With Stress?

  Although many teachers are under a great deal of stress, it has been found that over two-thirds of teachers today say they would choose the same career again! This is a sign of dedication, a sign that many teachers feel as I do—that teaching is a calling.
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    My interest in teaching began in high school when I volunteered to be a reading tutor for younger students. Although my interest in teaching grew, I did not consider it as a career choice. Instead, I decided to join corporate America. When I found work dissatisfying, I began to teach part-time at a community college and volunteered my time to tutor local middle school and high school students. My work with young people was very fulfilling. It made me feel whole. I knew then that I had found my calling.

  

  To make teaching their lifelong profession, teachers must learn and master the skills needed to handle stress. However, teacher preparation programs usually focus on technical skills, not on the stress management and stress prevention skills you need to make your teaching most effective. Because a lack of stress management and prevention skills has been found to contribute to teacher absenteeism, attrition, and burnout, mastering them is imperative.

  Why Focus on Stress Prevention?

  Stress management is handling stress after it has occurred. Its purpose is to mitigate the stress, not to prevent it from happening again. It is difficult to cope with stress. Stress management takes a lot of time, energy, and self-discipline.

  In contrast, stress prevention takes a proactive, direct approach to stress. A review of research on coping with stress found that a direct approach aimed at improving stress prevention skills was more effective in dealing with stress than approaches aimed at reducing or managing the experience of stress after it occurs. As the saying goes, “An ounce of prevention is worth a pound of cure.” Because a teacher does not have a lot of extra time and energy to spend on stress management, prevention is the key.

  The focus of the strategies in this book is stress prevention, but maybe you experience stress no matter what you do to prevent it from occurring. If so, there are things you can do to manage the stress, such as breathing techniques, meditation, visualization, self-hypnosis, biofeedback, and thought stopping. You can learn these strategies by taking classes and reading books; consult your local library and community center for more information.

  Psychological and Emotional Responses to Stressors

  Stress is not external to us. It is an internal response to a stressor. Although the internal physiological response is the same for all stressors, your psychological or emotional response varies depending on the stressors. For example, one stressor scares you while another one frustrates you. In addition, different people can have different psychological and emotional responses to the same stressor. For instance, a stressor that causes you to become depressed might cause your friend to become anxious. Differences in reactions are attributed to different perceptions of the stressor.

  How you perceive a stressor determines whether your body responds with stress or stays in a balanced state. Therefore, you need to understand the root of these perceptions before you can successfully prevent stress.

  Beliefs: The Root of Stress

  Perceptions are determined by beliefs. When you believe that you have no control over a stressor, you generate feelings of uncertainty, frustration, reduced motivation, and eventually burnout. You perceive the stressor as harmful, irritating, or threatening, and your body responds with stress. Research shows that people who feel in control at work feel less stress than those who do not feel influential in their work environment. Therefore, you experience stress when you believe a stressor is out of your control.

  Revisit your Stress Inventory. How much control do you feel you have over each of your stressors? The stressors that you feel you have only some control or no control over are probably the ones causing most of your stress.

  What Shapes Your Beliefs?

  Beliefs are influenced by conditioning factors—internal (such as age or sex) or external (such as parental influences, diet, or medications). As a result, your conditioning factors color your perceptions of different stressors. This explains why you and your colleague might have totally different reactions or different degrees of stress to the same stressor. For example, both you and your colleague might identify meeting with the principal as a stressor. But your colleague might feel frustrated by such a meeting because he or she is older than the principal and finds it difficult to take directions from someone younger, while you feel nervous because you’ve been conditioned to respond that way to people in positions of authority.

  Conditioning factors also explain how you can have different stress reactions to similar stressors. For example, in your Stress Inventory, you might have indicated a different psychological or emotional reaction to two different classroom parents, even if you have identified or grouped both parents as similar stressors. You might feel nervous when interacting with one parent and irritated when interacting with the other. This happens because each stressor possesses unique characteristics. Because of your conditioning factors, you react differently to each parent’s unique characteristics and thus have a slightly different psychological or emotional stress response. For example, you get nervous when interacting with a father who has a volatile temper because he reminds you of the bully who bothered you in high school, and you get irritated when interacting with a mother who is apathetic about her son’s lack of achievement because you value education and think it worthy of her utmost interest.

  Although each of us is influenced by unique conditioning factors and our stressors have unique characteristics, research has found many common elements among teachers’ stress inventories. These elements form the foundation of this book.

  Teachers Can Prevent Stress

  Yes, fellow teacher, you can win the battle with stress! Every day you face countless stressors. If you feel you have only some or no control over a stressor, you’ll probably experience stress, but the more control you feel, the less stress you’ll experience. The good news is that teachers do have a higher degree of control over most of their stressors than they might believe they have.

  Many teaching-related stressors are situations that you, the teacher, can control. Even if the situation seems totally out of your control, there is usually some aspect of it that you can master.

  You might be asking, “How do you accomplish this? How do you know what you can control?” The skills needed to identify potential stressors and to implement stress prevention measures can be developed and nurtured by asking the right questions. This book provides those questions.

  
    [image: images]

    It was a year from hell. Everything seemed wrong. Most of the time I felt angry, frustrated, and exhausted. I was stressed. When it was finally over, I wanted to find out if my terrible experience was the result of being in the wrong place at the wrong time or of something I did. By talking with other teachers, I found out that most teachers experience a horrible year at some point in their careers, and many experience more than one. Knowing this, “Why me?” turned into “Why us?” and I began to search for answers. From my search, it became evident that teachers can prevent stress. Common threads emerged, and the steps for preventing a stressful year and for achieving a successful school year became apparent. I then contacted teachers from all over the country and found they were interested in my research. With their tremendous encouragement and support, I share my findings in this book.

  

  APPLY THE RESEARCH AND BECOME A SUCCESSFUL TEACHER

  The Teacher’s Ultimate Planning Guide shows you how to take control of many teaching stressors that can prevent success in the classroom. You’ve already identified your stressors in the Stress Inventory. The chapters that follow apply the research on successful teachers to show you how to master the elements of successful teaching and prevent your stressors. In each of the following chapters, questions help you develop the skills needed for successful teaching. To internalize these skills, thoroughly answer all the questions. Record your answers in a notebook. For some questions, existing school documents will provide the answers. Keep the documents in a folder near your notebook for easy reference. Also, keep your lesson plan book handy for Section II, Your Action Plans. For your convenience, the Resources for Successful Teaching section at the end of this book has sample lesson plan book pages that you can photocopy and place in a binder. Feel free to modify these pages as you see fit.

  The book has different sections to denote the different phases needed for successful teaching. Section I, The First Steps, builds a foundation for proactive teaching. Section II, Your Action Plans, helps you design a comprehensive plan for successful teaching. Section III, Your Momentum, keeps you on track and enables you to measure your teaching effectiveness. The Epilogue, Enabling Successful Teaching: What Educational Leaders at All Levels Must Know, is a discussion of what can be done to foster and support successful teaching. Finally, the Resources for Successful Teaching section at the end of the book is a wealth of easy-to-use resources that support successful teaching.

  SUMMARY

  In this introduction, you learned the characteristics and behaviors of successful teachers. You also learned that work-related stress can prevent many teachers from becoming successful. After a brief discussion of the main causes of teacher stress, you learned that many of the stressors are usually situations where teachers feel they have low levels of control. Using the Stress Inventory, you identified your personal stressors. The rest of the book will help you prevent the stress caused by your work-related stressors, thus enabling you to become a more effective, successful teacher.


  Section I

  The First Steps


  1

  Take Care of Yourself

  INTRODUCTION AND OBJECTIVES

  Having a successful school year and a thriving teaching career begins with you. The most important element for successful teaching is taking care of yourself, making sure your personal needs are met.

  Stress can get in the way of your meeting your personal needs. To prevent the stress that too often overwhelms teachers, you need to attend to three main areas of your life. First is your physical, mental, and emotional health. If you’re like most teachers, you place your personal needs after the needs of others. Without providing time and energy to take care of your health, stress continues to build. Eventually, you might experience burnout. Avoid this unfortunate conclusion by setting boundaries to help create the time needed for maintaining good health.

  Second, know the administrative details of your employment. For example, understand the terms of your contract and be aware of the criteria used to evaluate your teaching performance. This prevents misunderstandings between you and your employer, as well as the stress associated with them.

  Third, take advantage of opportunities for your personal and professional growth and renewal. Such opportunities strengthen self-esteem and improve teaching skills. Taking continuing education classes, working with a mentor, and becoming active in professional associations are some of the opportunities for growth and renewal available to you.

  The objectives of this chapter are to help you

  •   Maintain a healthy physical, mental, and emotional lifestyle

  •   Understand all the details surrounding your employment contract

  •   Ensure your personal and professional growth for a successful school year and a thriving teaching career

  MAINTAIN OPTIMAL HEALTH

  Good health is a prerequisite for successful teaching. It helps your body function at its best and prevents stress. When your health is poor, stress can wear out your body and soul, weaken your teaching performance, and degrade your personal effectiveness.

  Make Time for Your Health

  The first step in attaining good health is building in the time to maintain a healthy and balanced lifestyle. It must be scheduled! To find time, you might have to learn to say no to extra commitments, both work and nonwork related. If you, like many teachers, tend to put others’ needs before your own, stop! You must make time to take care of your health in order to operate at peak performance. The first question in this book deals with this issue because it is the most important factor in achieving a successful year and a thriving teaching career.

  Open your notebook. Answer the following questions completely. To help you stay organized, the first digit of each question number corresponds with the chapter number.

  1.1   What can you do to ensure you have enough time for each of the following?

  a.   Getting enough rest

  b.   Eating balanced meals

  c.   Exercising aerobically

  d.   Spending time with family and with those you care about
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