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TEA Framework

Time Energy Attention

Learn more about the TEA framework

https://www.asianefficiency.com/productivity/tea-framework/


TEA Strategies and Shared Resources

https://docs.google.com/document/d/13-B_IQbBqfDkdvHLRuycIGL9bGnKMFtf8CpLV-RVLzw/edit?usp=sharing


Time



Time Audit



Pomodoro Method



Creating Systems for Work

A system is a process you’ll use over and over again:
○ Workflow tool
○ Procedure for the classroom
○ Something curricular

● Test and iterate
● Keep it simple
● Stay consistent
● Why? Systems save time + mental energy.
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One Actionable System: Managing Redos

● Use a Google Form: Click 
here to get mine

● Choose one day a week to 
grade redos

● Be specific with deadlines
● Consider creating a 

gradebook key -- use a 
Google doc and link all of 
the necessary info
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https://docs.google.com/forms/d/e/1FAIpQLSf93aQD2PNIOGjyqvfV66Do44Tr8K03CIzFFtI5mp0raDsuMQ/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSf93aQD2PNIOGjyqvfV66Do44Tr8K03CIzFFtI5mp0raDsuMQ/viewform?usp=sf_link
https://docs.google.com/document/d/1JfgmBgSjZoNXdwapVXK0XoWQJoFHY_nRP26feAAHXKA/edit?usp=sharing
https://docs.google.com/document/d/1JfgmBgSjZoNXdwapVXK0XoWQJoFHY_nRP26feAAHXKA/edit?usp=sharing
https://docs.google.com/document/d/1JfgmBgSjZoNXdwapVXK0XoWQJoFHY_nRP26feAAHXKA/edit?usp=sharing


Planning Work



Planning Work: Analyze your Schedule

● Where are your blocks of time?
● How long are your blocks of time?
● Where will you have high energy? Low energy? 
● Where is best for creative work?



Planning Work



Say No.



Energy



Recharging as an Introvert/Extrovert

● Introversion and extroversion 
describe how you get your 
energy

● Introverts recharge best when 
they get time to themselves

● Extroverts get energy from being 
around other people

● Knowing which you are and 
choosing activities that energize 
you can make a huge difference



Getting Outside or Walking Desk

● Take a lap on your 
planning or lunch – if 
you’re an extrovert, bring 
a teacher friend!

● Start your morning outside
● Incorporate a walking desk 

when working at home
● Consider holding class 

outside on nice days
● Try to unplug for added 

benefit



Nutrition

● Nuts and seeds = 1+ servings per day
● Legumes = 3+ servings per day
● Grains & starches = 3+ servings per day
● Fruits = 4+ servings per day
● Vegetables = 5+ servings per day



Energy Cycles



Attention



Attention Training



Organizing Your Space Around Your Attention



Batching your work
● Batching is when we do LIKE 

tasks together to maximize flow.
● Start by categorizing your to do list 

into four categories:
○ Creative tasks
○ Decision-making/cognitive 

tasks
○ Logistics tasks
○ 15 minute or less tasks

● Group your to do list based on time 
estimates and the openings in your 
schedule



Batching Example
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Grading CSA 
Grading CSP
Plan CSA
Plan CSP
Make copies CSP
Make copies CSA
Organize student papers
Positive parent emails
Review assessment data
Grading redos

Grading CSA 
Grading CSP
Review assessment data
Grading redos

Plan CSA
Plan CSP
Positive parent emails

Make copies CSP
Make copies CSA

Organize student papers

Grading CSA 
Grading CSP
Plan CSA
Plan CSP
Make copies CSP
Make copies CSA
Organize student papers
Positive parent emails
Review assessment data
Grading redos

Decision-making 
or cognitive tasks
Creative tasks
Logistics tasks
15 minute or less



Q&A

https://docs.google.com/document/d/13-B_IQbBqfDkdvHLRuycIGL9bGnKMFtf8CpLV-RVLzw/edit?usp=sharing
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