WORKSHEET 3.3
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DATE:


TIME WASTERS
Getting control of your time and life involves identifying time wasters and determining your peak energy level. It also involves identifying goals, setting priorities, and creating an action plan. Determining what task should be done first and overcoming procrastination are major factors in creating success. All these steps and issues involve critical thinking skills. Use critical thinking to answer the following questions. 
1. What are the major activities and tasks that take up much of your time?
_______________________________________________________________________
_______________________________________________________________________
2. What activities cause you to waste time?
_______________________________________________________________________
_______________________________________________________________________

3. What activities can you eliminate or reduce?
_______________________________________________________________________

_______________________________________________________________________

4. When is your high-energy time?
_______________________________________________________________________

_______________________________________________________________________

5. When do you study?
_______________________________________________________________________

_______________________________________________________________________

6. Look at your committed time. Does this block of time reflect your values and goals?

_______________________________________________________________________

_______________________________________________________________________

7. How can you increase your discretionary time?

_______________________________________________________________________

_______________________________________________________________________

8. Do you complete top-priority tasks first?

_______________________________________________________________________

_______________________________________________________________________
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WORKSHEET 3.3
9. Look at the common reasons and excuses that some students use for not being organized and focused. Add to this list and use creative problem solving to list strategies for overcoming these barriers.
	Reasons
	Strategies

	I ran out of time.
	

	I overslept.
	

	I’m easily distracted.
	

	People interrupt me.
	

	Instructors put too much pressure on me.
	

	I feel overwhelmed and panic at deadlines.
	

	I forgot about an assignment.
	

	Other
	

	
	

	
	


