CHAPTER 3:
MANAGING YOUR TIME

CHAPTER RESOURCES

_______________________________________________________________________

For the Instructor




For the Student

Annotated Instructor’s Edition, pages 3-1 to 3-36
Student Edition, pages 3-1 to 3-36

Instructor’s Resource CD:



Student Planner

· PowerPoint Presentation


Student Web Site: 

· Testbank 




    www.mhhe.com/ferrett5e
Instructor Web Site:

     www.mhhe.com/ferrett5e
CHAPTER OVERVIEW
Students generally like this chapter because it deals with a subject that almost everyone has trouble with—too little time.  However, students often resist the notion of control and structure.  They may view time management as too restrictive and fear a loss of freedom.  Set a positive tone for this chapter by assuring students that time management does not mean endless lists, restraints, tight schedules, and an end to all creativity and spontaneity.  In fact, you may add that they will have more time to do what they want.

Time management means working smarter, not harder.  It means living fully in the present and accomplishing a plan that also allows students to enjoy their social life and leisure activities.

Returning students now constitute a large part of the student body on college campuses and are the fastest growing group of college students.  Spend a moment to review the advantages of having older students in classes.  You may also talk about the fears of returning students and the special problems they might face.

CHAPTER OBJECTIVES

Students will learn:

· How to set goals and priorities

· How to create a time-management system

· How to assess their energy level and time wasters

· How to work in alignment with their learning styles

· How to overcome procrastination

· How to handle interruptions

CHAPTER OUTLINE
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Worksheets:
· Worksheet 3.1:  Applying the ABCDE Method of Self-Management

· Worksheet 3.2:  To-Do List

· Worksheet 3.3:  Time Management

· Worksheet 3.4:  Time Wasters

· Worksheet 3.5:  Your Daily Energy Levels

· Career Development Portfolio: Demonstrating Your Time-Management Skills

SUCCESS PRINCIPLE 3:  Focus on PRIORITIES, not tasks.

VISUALIZATION: 

Ask students to read the Visualization and complete the journal entry in Worksheet 3.1.  Discuss situations when they may feel overwhelmed with demands and too much to do.

TEACHING TIPS
Self-Assessment

To introduce this topic, discuss these four major questions with your students: Where does your time go?  Where should your time go?  What strategies can help you?  What barriers keep you from being successful?  Have students discuss the importance of knowing where their time goes.

Setting Priorities
Discuss how important it is to set priorities.  Ask students what are their top priority items during the first few weeks of college?

The First Weeks of College
You may want to stress how busy and critical the first few weeks of college are.  Unlike in high school, parents, counselors, teachers, and staff will not remind students to keep up with their reading, make certain they don’t miss important dates, and get to know their instructors.  College students often procrastinate and spend the first few weeks having fun.  Refer to Figure 3.1 on page 3-4 and lead the class into a discussion on the importance of writing a daily list of tasks.

Time-Management Strategies
Discuss the causes and excuses that all of us have for being disorganized, late, and unproductive and the strategies for overcoming these barriers to success.  This is a convenient time to have students write down some short-term goals.  Then, have them break into groups and discuss the excuses they have for not managing their time and accomplishing what they want to do.  Have students jot down the most common barriers to time management.  Next, ask them to list strategies for overcoming procrastination and how they can get organized.  Discuss how attitude and time management are connected.

Emphasize the importance of critical thinking.  Have students participate in making time-management decisions.  Sample situations:

-
A student being easily distracted

-
A coworker spending time gossiping throughout the day

-
A single parent exhausted from juggling kids, school, and job

-
A roommate who wants to talk and party much of the time

Refer to Figure 3.2 on page 3-9 to demonstrate how students can organize and manage their time when completing projects.  Ask students to complete a project board for each assigned project.  This is a great way to break a large project into smaller action steps.  When a draft of a paper is completed, students should review it with their instructor and follow their suggestions.  Remind them to set the deadline for at least three days before a project is due so they can proofread and edit.

Time-Management and Learning Style
Creative right-brain dominant people may be more effective studying and working with others, going on field trips, collecting samples, and mapping out the whole project in a mind map.  Make certain you explain to students that even creative people need to plan.  Encourage students to set up their study areas to support their learning styles.  Stress to students that studying in alignment with their learning styles can increase their learning.


The Management Process
Emphasize the significance of planning, organizing, staffing, delegating, directing, motivating, and evaluating is to efficiently managing their time in both school and the workplace.

Make the connection between attitude and time management.  Ask students how their attitudes affect how confident, organized, and in control of their lives they feel.  Stress again how much control they have over their emotions and attitude.  Stress also that students cannot always control external events, but they can control how they interpret them.

Managing College and Career Like a Pro
Discuss the eight strategies:  plan your course of study, research the best instructors in the subject, register on time, be persistent, go to summer school, audit classes, get organized, and evaluate your performance regularly, and explain how each make the connection between managing education and managing a career.  There are countless time-management workshops for top executives, and many review the basic management process:  planning, organizing, staffing, delegating, directing and motivating, and evaluation.  Students can go through the same steps to ensure that they are taking control of their education.  Ask students how they can apply these principles to their education.
 
Assessing and Reflection
Have students keep a list of goals with them.  Ask students to review their list often and discuss their goals in small groups.

Overcoming Procrastination
Help students identify their time wasters.  Ask students how many of them procrastinate and what usually causes this procrastination.  What would be the benefits of accomplishing their goals and getting organized?  Have students list their major time wasters.  Then have them compare their time wasters with those of other students.  They will see that most people tend to have similar time wasters.  Stress that the key to overcoming procrastination is to identify their time wasters.

Controlling Interruptions
Time management is also about managing space and creating a useable and comfortable study and workspace.  Have students review their study and workspaces.  Is it supportive and organized, and does it discourage interruptions?  Ask students:  What does an organized study space have to do with time management?  Organization saves time and results in a calmer, more focused state of mind.  Keeping their study and workspaces organized will help students become more effective at school and at work.

Juggling Family, School, and Job
Older students may have children of their own; other students may live with a family, have younger siblings, date someone who has children, or babysit for extra money.  This discussion will be relevant as you compare studying with children, to working full-time in a demanding career and balancing children, job, community involvement, and personal life.  Discuss also the various challenges for returning students.  Ask students to list strategies for balancing all these areas of their lives.

Many strategies and tips will be discussed prior to this point.  This is an opportunity to brainstorm and write on the board all the strategies that can help.  Use an overhead to write the best strategies and add to the list.  You might ask, “What if everyone could save an hour every day?”  Discuss with students what they would do with the extra hour.

The Returning Student

Discuss tips to help returning students and ask for more examples. This discussion will lead into how to balance their lives.
IN-CHAPTER CRITICAL THINKING QUESTIONS
Figure 3.1:  Sample Time Log

Page 3-4

Are your discretionary activities conscious choices?

Answers will vary.  Some students may answer that they make conscious choices by prioritizing their discretionary, more valuable, activities over others.  Other students may not prioritize their activities but simply “go with the flow” without categorizing their activities into either committed, maintenance, or discretionary time.

Figure 3.2:  Sample Project Board

Page 3-9

What is the advantage of working your way backward from the due date of a major project?

Answers will vary, but students should be able to understand that by working their way backward, it emphasizes the final due date which helps them focus on the daily and weekly tasks necessary for completing the project. 

Photo:  Balancing Your Life

Page 3-21

What can you do to create a more balanced life?

Answers will vary, but may include taking more time to reflect on every area of your life, assessing your priorities, categorizing your activities into special times, and setting some time aside for yourself.

FEATURE NOTES

Personal Performance Notebook

3.1:  Time Log

Page 3-5

This purpose of this exercise is to help students become aware of how they spend time.  Have them keep the time log for a few days to a week.  Stress that awareness is the first step toward making positive changes.  Discuss how students categorize time: committed, maintenance, or discretionary.  Discuss their peak energy times.  Ask students if they are more productive during the day or at night.

3.2:  How Much Time Do You Spend?

Page 3-6

This exercise will expand on the student’s time log.  Have students chart their activities and how much time they spend on various areas of their lives.

3.3:  Looking Ahead

Page 3-7

The purpose of this exercise is to have students review and write long- and short-term goals and reflect on a life purpose.  Stress to students that this journal entry is important because it is a major part of the Career Development Portfolio.  Students should understand that this is a lifelong exercise and that it also involves flexibility.  This is an important point, because students often feel that they must know exactly where they are going and what they want to be, otherwise they feel they are not effective goal-setters.  Goals change, so it is important that students consider several alternatives, have substitute plans in place, and are flexible.  Emphasize that planning is still essential.  Discuss people they know who changed their goals or careers and are successful because they mapped out alternative plans.  Stress that goals change and can be revised throughout one’s life.
 
3.4:  Your Daily Energy Levels

Page 3-10

This exercise will help students take a more detailed look at their energy levels and how they correlate to productiveness.  Many students do not think about when they study best or when their energy level is at its highest.  It is important to have students look at when they study and not just at how much they study.  Stress to students that knowing their body rhythms can help students be more effective.  Again, assessment plays a big part in recording high-energy and low-energy time.  Have students determine their most productive times throughout the day.  Have them fill in the chart for one week.  Discuss how this assessment can help them structure their classes, study time, and time with friends.

3.5:  Delay or Procrastination?

Page 3-16

The purpose of this exercise is to review the importance of overcoming procrastination and to help students gain control over their lives.  This exercise will lead into a discussion on procrastination-a topic that almost everyone can identify with.  Ask for at least one tip that 
students find helpful for starting projects.  Students may want to consider the following 
strategies:

-
Work in sync with one’s learning style and left- or right-brain dominant.

-
Break projects into manageable steps.

-
Use small amounts of time throughout the day to work on a project. 
3.6:  Interruptions!

Page 3-18

Have students assess their interruptions and brainstorm possible solutions.  Have students also list what they consider personal time wasters.

3.7:  Your Life Area Goals

Page 3-22

The purpose of this activity is to have students appreciate a balanced life and to encourage them to write goals for each life area.

It is important that students or career professionals focus on their whole lives and not just school or work.  Stress the importance of living a balanced life.  Have students write out goals in each major area of their lives and indicate how much time they are willing to commit to each area.

Peak Progress

3.1:  Applying the Adult Learning Cycle to Taking Control of Your Time and Life

Page 3-12

Explain that the Adult Learning Cycle is a five-step process that demonstrates that learning comes from repetition, practice, and recall. Remind students that they need to see the value and meaning in time management in order to learn and change their behaviors.

3.2:  Investing Your Time in High Priority Items The 80/20 Rule

Page 3-15

Students relate to this exercise. Ask them to think about how they can apply this rule.  For example, is it true that 80% of the time they wear 20% of their clothes?  Stress that sometimes a small investment can pay off.  For example, if they proof their paper or practice their speech just a few more times or review small details, they may save time in the long run and earn a higher grade.
Career in Focus

Focus on Tasks, Not Time

Page 3-23

Why is it important for Deborah to organize her time wisely?  What are some of the prioritization strategies she uses daily to manage her time?  What are some strategies to help her balance her personal and career commitments with a healthy, fulfilling lifestyle?  Explore way for Deborah to find time for herself for personal reward.
Deborah’s work involves a lot of planning, organizing, and reading, and she sometimes takes work home with her for the evening.  Deborah is also involved in her family life.  Deborah must manage he time wisely to create a healthy balance between work and her family life.

Peak Performance Profile

N. Scott Momaday

Page 3-34

In what ways do you think good time management has enabled Momaday to accomplish his goals?

Momaday has been able to successfully pursue his writing, teaching, and painting by prioritizing his tasks and managing his time.  His success in different disciplines demonstrates time-management skills. 

REVIEW AND APPLICATIONS NOTES

Potential answers to Review Questions on Page 3-27.

1. How does time management help you achieve your goals?

Answers will vary, but should reflect that time management allows you to make the best use of your time and thus, have more time for your most important goals.

2. Name at least five time-management strategies.

Write a daily to-do list; make a project board; do the tough tasks first; break projects down into smaller tasks; consolidate similar tasks; study at your high-energy time; study everywhere and anywhere; study in short segments throughout the day; get organized; be flexible, patient, and persistent.

3. How can you apply the management process to meeting your personal goals?

Planning-set personal goals; Organizing-organize study space, prepare project board; Staffing-use the human resources around you; Delegating-delegate household chores and divide class work among study partners; Directing and Motivating-use positive reinforcement to motivate yourself; Evaluating-monitor your attitude, behavior, expectations, and results.

4. What can you do to avoid procrastination?

Set daily priorities; break the project into small tasks; assess the payoffs for procrastination; maintain a positive attitude; and work during your high-energy time.

5. Why is it important to control interruptions?

Answers will vary, but should reflect that interruptions take up a great deal of time that could be better spent achieving your goals.

Revisualization
Page 3-27

Students’ journal entries will vary.  After studying this chapter, some students will have set new goals and priorities and will now focus their time on different situations.

Case Study

Juggling Family and School

Page 3-28

The purpose of this case study is to illustrate that time management is a lifelong skill and vital for school and job success.  Suggested answers follow.

In the Classroom

1.
Laura should start by setting goals and priorities for her life.  This list can include life goals for the year, semester, month, week, and day; it will help her look at both long-term and short-term goals, and what is important.

2.
Laura needs to focus on her goals and priorities.  She should organize and write a to-do list each day.  She will need to say “no” to low-priority requests and handle interruptions.  She can break large projects into smaller tasks and work on them every day. 

In the Workplace

3.
Laura should focus on her top priorities first.  She will want to make a list of goals and objectives.  She should focus on the job at hand to reduce distractions.  Establishing positive habits, such as daily exercise and keeping a neat study area, can save time and energy.

4.
Focusing on what is really important will help Laura prioritize.  She needs to make time for exercise and family, and also balance work and community.

WORKSHEETS

3.1:  Applying the ABCDE Method of Self-Management

Page 3-29

Stress that this method of Self-Management will help students manage thoughts, feelings, and behaviors so they create positive results and achieve goals. 

 

3.2:  To-Do List

Page 3-30

You may want to use this worksheet early in the course for helping students get organized.

3.3:  Time Management

Page 3-31

This worksheet asks students to answer questions about how they use their time.

3.4:  Time Wasters

Page 3-32

This is a good worksheet to use regularly.  Have students answer key questions.  Ask other questions, such as: Could simplifying your life result in becoming more organized?

3.5:  Your Daily Energy Levels

Page 3-35

Have students fill in the chart each day for one week to determine their most productive times throughout the day.

Career Development Portfolio:  Demonstrating Your Time Management Skills
Page 3-35

Have students look at all the factors involved in time management and how they would demonstrate them to prospective employers.

ADDITONAL ACTIVITIES

A note to the Instructor:  These activities are exclusive to this manual.  They are designed to meet the individual needs of your students.  If applicable, these activities can be assigned to pairs or groups of students.

Mindfulness
Have students set a timer or designate several time periods each day when they stop and ask themselves, “What is the best use of my time right now?  Am I being mindful of the tasks at hand?”

To-Do List
Have students write a to-do list for someone else, such as a busy executive or a friend’s mother.  You can also divide students into small groups and assign each group an imaginary person.  They should also make their own to-do lists and practice writing them every day. 

Life’s Meaning
Have each student write a short paragraph on a note card that will be placed in a time capsule.  Ask students to predict where and how they see themselves twenty years from now.  Students should focus on what they want their lives to mean.  Ask students:  What values are most important to you?

ADDITIONAL RESOURCES
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