Time Management

Part 1

Take a few minutes to center your thinking about your use of time. 

1.
What things take a lot of your time in your life today?

2.
Do you ever put off things until the last minute? (procrastination)  Explain:

3.
How is your time situation when is comes to studying or getting homework done?  Do you have a special time/place for it?  Describe your answer:

4.
Do you include time in your plan to play and have fun?  Do you include time for children, friends, clubs, hobbies, just hanging out?  

5.
Are there people or activities you need to give more time to?


Who and/or what?

6.
What do you do to reduce stress, and take care of your health? 
(especially if you feel you “have no time”)
Part 2

Typical Weekly Schedule
Fill in the chart with a realistic, but goal-oriented schedule.  Include time for getting your course work done, studying, etc. You can use codes such as w=work, s= school, etc.. 

	TIME
	SUN
	MON
	TUES
	WED
	THUR
	FRI
	SAT

	7-8 am


	
	
	
	
	
	
	

	8-9 am


	
	
	
	
	
	
	

	9-10 am
	
	
	
	
	
	
	

	10-11 am
	
	
	
	
	
	
	

	11-12 am
	
	
	
	
	
	
	

	12 - 1

pm
	
	
	
	
	
	
	

	1-2 pm


	
	
	
	
	
	
	

	2-3 pm


	
	
	
	
	
	
	

	3-4 pm


	
	
	
	
	
	
	

	4-5 pm


	
	
	
	
	
	
	

	5-6 pm


	
	
	
	
	
	
	

	6-7 pm


	
	
	
	
	
	
	

	7-8 pm


	
	
	
	
	
	
	

	8-9 pm


	
	
	
	
	
	
	

	9-10 pm
	
	
	
	
	
	
	


Part 3

Look at your typical weekly schedule and answer these questions:

1.   Are there big gaps of time where you are not doing anything?  If so, what could you do with that “free time” that would benefit your education?

2.  Is your schedule “packed” and offer no free time at all?  If so, is this working for you?  Explain your answer.  

3.  Are you getting enough sleep?

4.  Do you feel you are spending too much time in a particular activity?  Explain. 
5.  Would you like more help with balancing your schedule?

“Things that matter most must 

never be at the mercy of things that 

matter least.” 

  


--Goethe

