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Tips for Developing  
Organisational Skills in Children  

 
Developing good organisational skills is a 
key ingredient for success in school and in 
life. Although some people by nature are 
more organised than others, anyone can 
put routines and systems in place to help a 
child become more organised. The 
following list of strategies can be used by 
parents to help their child develop good 
organisational skills. 
 
Conduct a  
weekly clean-up 
Children should be  
encouraged to go  
through and sort out  
book bags and note- 
books on a weekly basis. Old tests and 
papers should be organised and kept in a 
separate file at home. 
 
Organise (Prioritise)  
homework assignments 
Before beginning a homework session, 
encourage your child to number 
assignments in the order in which they 
are to be done. Children should start with 
the one that is the most important (i.e. 
doing math sums will be more important 
than decorating or colouring your book). 
 

Set a designated study space 

Children should study in the same place, 
where supplies and materials are close at 
hand. This space doesn't have to be a 
bedroom, but it should be a quiet place 
with few distractions.  
Young children may want their study 
space near a parent. This should be 
encouraged, as parents can then have the 
opportunity to monitor progress and 
encourage good study habits. 

Use 

checklists 

Help your 
child get into 
the habit of 
using a "to-
do" list. 
Checklists 
can be used 
to list 
assignments 
and 
household chores and to remind children to 
bring appropriate materials to class.  
It is recommended that children keep a 
small pad or notebook dedicated to listing 
homework assignments. Crossing completed 
items off the list will help children feel a 
sense of accomplishment. 
Set a designated study time 

Children should know that a certain time 
every day is reserved for studying and 
doing homework. 
The best time is 
usually not right 
after school, as 
most children 
benefit from 
time to unwind 
first. Parents 
should include 
their child in 
making this 
decision. Even if 
your child does 
not have 
homework, the 
reserved time 
should be used to review the day's lessons, 
read for pleasure or work on an upcoming 
project. 
 

mailto:adhasa@telkomsa.net


P A G E  2  

Keep organised notebooks 

Help your child keep track of papers by 
organizing them in binders or a file. The 
purpose of a notebook or diary is to help keep 
track of and remember everything for each 
day's classes and to 
organise the material 
later to prepare for 
tests and exams. Use 
dividers to separate 
class notes, or colour-
code notebooks. 
Having separate "to 
do" and "done" folders 
helps organise worksheets, notices and items 
to be signed by parents as well as provide a 
central place to store completed assignments. 
 
Create a household schedule 

Try to establish and stick to a regular 
dinnertime and a regular bedtime. This will 
help your child fall into a pattern when at 
home. Children with a regular bedtime go to 
school well rested. Try to limit television 
watching and computer play to specific 
amounts of time during the day. 

 
Keep a master 

calendar 

Keep a large wall-
sized calendar for the 
household that lists 
the family's 
commitments, 

schedules for extracurricular activities, days 
off from school and major events at home and 
at school. Note dates when your children have 
big exams or due dates for projects. This will 
help family members keep track of each 
other's activities and avoid scheduling 
conflicts. 
 
Prepare for the day ahead 

Before your child goes to bed he/she should 
pack schoolwork and books in their bags. 
Clothes should be ironed and laid out with 
shoes, socks and accessories. This will cut 
down on morning confusion and allow your child 
to prepare for the day ahead. 
 
Provide necessary support while your child  
is learning to become more organised 

Help your child develop organisational skills by 
photocopying checklists and schedules and 
taping them to the refrigerator. Give children 
gentle reminders about filling in calendar 
dates and keeping papers and materials 
organised. Most important, set a good example.  

Carina van Vuuren 
 

 
Although we’ve been quiet, it’s been a busy time at ADHASA: 
 
GDE Focus Week 
From 29 June to 1 July we trained several hundred teachers, 
many teaching children from disadvantaged areas.  The course 
was very well received with comments that we should take it 
countrywide.  We are investigating ways and means of doing so.  
Please watch this space! 
 
ADHASA  Conference 
We’re planning an ADHD Conference to be held in October.  
Teachers, parents and adults with ADHD will all be 
accommodated with break-away sessions for each.  We’ll be 
sending out more info as soon as details are finalised. 
 
Branch Coordinators 
Modules 1, 2, and 3 of our Training Course have been sent out 
to all Branch Coordinators.  Certificates are to be awarded to 
all those who complete the course. 
 
Please note that all Branch Coordinators who have been running 
a branch for six months or more are invited to attend National 
Office ADHASA conferences free of charge. 
 
Talks, presentations etc. 

NAPTOSA:  
Presentations delivered by Margie Barry and Anita Decaires 
Wagner. 

TEMBISA HOSPITAL:   
Mr Ace Maema addressed parents, psychologists and doctors. 

ST DUNSTANTS: 
Heather Picton addressed teachers and parents. 

OTHANDWENI CHILDREN’S HOME:  
Elizabeth Masike  
THUSONG DAYCARE:   
Annamarie Monamodi 

 
We were also in the media! 

GREAT EXPECTATIONS:   
Heather Picton and our Ambassador Shaun Anderson. 

CHECKPOINT:  
Heather Picton 
 
If you haven’t yet done so, have a look at our vibrant Facebook 
page: (You need to be logged in first to access our site). Please 
add your comments, questions and share your success stories!.   
 
We’re grateful to Lotto for contributing 
to the running of our office.   

Thanks to Lori for the layout of  
Keeping up with ADD 

 

Contact: Lori@MindFocus.co.za,  
if you are serious about coaching.  

071-226-3451 
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