
Skill 3: Manage Your Time 
 
Students will be able to (SWBAT): 

1. Define the skill Manage Your Time and identify why the skill is important. 
2. Develop a plan to improve their own proficiency in the skill Manage Your Time. 

 
Provided Materials: 

 Skill 3: Manage Your Time – Sample Planners 

 Skill 3: Manage Your Time – Case Study 

 Skill 3: Manage Your Time – Development Plan 
 

 
Skill Definition: Manage Your Time means planning ahead to ensure that all responsibilities are 
completed proficiently by their deadlines. 
 

 
Warm Up Brainstorm (5-10 minutes): Pass out copies of Skill 3: Manage Your Time – Sample 
Planners, which shows pictures of daily, weekly and monthly planners.  Ask students to identify 
uses for each option.  Write their responses on the board for them to copy in their notes.  Some 
examples are: 
 
Daily: 

 To know what to do hour by hour of the day 

 To keep track of what is due that day 

 To record that day’s homework or job responsibilities 

 To list any appointments or meetings for that day 
 
Weekly: 

 To record homework assignments and due dates for the week 

 To list all appointments and/or meetings for the week 

 To outline all before/after school activities for the week 

 To use the calendar in the future as a reference of what you accomplished that week 
 
Monthly: 

 To make note of any important events throughout the month, like birthdays, anniversaries, 
meetings or appointments 

 To record all major assignment deadlines within the month 

 To get an overview for planning large assignments, projects or vacations 
 
Once students have identified uses of planners, ask how these uses help them manage their time.  
Write the provided skill definition on the board for students to record and discuss how the use of 
planners might help them accomplish this skill.  You can also ask students if all types of planners 
should be used in all circumstances and what are some other time management tools (alarm clocks, 
electronic organizers/calendars or email applications that include alarms or calendars, etc.). 
 
 
 



 
Guided Activity (20-25 minutes): Divide the class into pairs and distribute Skill 3: Manage Your 
Time – Case Study to all students.  Either have students read the worksheet individually or ask for 
volunteers to read aloud. 
 
Then with their partners, students should think about and answer the three discussion questions at 
the bottom of the page.  After you have allowed time for the pairs to discuss, go through each 
question and ask for different pairs to share their answers.  Use their answers to reiterate the 
definition of the skill Manage Your Time. 
 
Independent Practice (5-10 minutes): Students complete the Skill 3: Manage Your Time – 
Development Plan. 
 
Evaluation: Assess the quality of the plans completed by the students and provide feedback using 
Part Three of this manual; compare to the responses they gave for Skill 3 in their initial Student 
Skills Assessment.  
 
Extension Activities: 

 Provide rewards for students who keep organized planners that you can monitor or check 
randomly. 

 Assign a rotating position for a student to be the class “planner” where s/he keeps a large 
classroom calendar updated on assignments, exams, deadlines, events, etc. 

 Reward students who are never late to class. 

  



Skill 3: Manage Your Time – Sample Planners 
 

 

 

  

 Monthly Planner 

 Weekly Planner 

Daily Planner  



Skill 3: Manage Your Time – Case Study 
 

Name:         Date:      
 

Directions:  After reading the case study below, discuss and take notes on the following questions 
at the bottom with a partner.  Be prepared to share out your answers.   
 

Donna is studying Anatomy and Physiology by distance learning at The Open Polytechnic of New 
Zealand. Her assignment is due on the coming Wednesday, so she started it last Friday evening after 
dinner. 
 
She decided to work in her bedroom. Her softball gear was on her desk, so she put the books on her 
bed. She spent a while looking for a pen, but couldn’t find one. However, she borrowed the pencil 
by the phone. When she began to read the assignment, she discovered that she needed some notes 
she had left at work. She thought she would therefore begin by reading the textbook, and would get 
the notes on Monday. After half an hour of reading, her boyfriend, Jason, rang. He asked whether 
she wanted to go and visit some friends. Donna decided to continue work on the assignment on 
Saturday. 
 
Saturday was very busy. Her friend Sharon rang at 10:30 to ask whether Donna would be available 
to play softball at 2:00 that afternoon. Donna was still in bed, but she agreed to meet the others at 
11:00 to do some practice. Her team won their game and they all went to the pub to celebrate. By 
the time Donna got home, it was too late to do any studying. 
 
On Sunday she went to church in the morning and visited her aunt and uncle in the afternoon. She 
didn’t remember the assignment until after dinner. She still didn’t have her notes, and there were 
parts of the textbook she found difficult to understand. The assignment was proving to be harder 
than she thought it would be. She really needed some advice. She phoned her tutor but all she got 
was a message saying that the tutor would ring back if she left her name and number. Donna began 
to think that she wouldn’t get the assignment finished on time. It needed to be in the tutor’s mailbox 
on Wednesday. She’d have to do some quick work on Monday and Tuesday evenings. It wouldn’t be 
her best work, of course, but that couldn’t be helped. 
 
On Monday she wakes up after 8:00, having found that she has forgotten to set the alarm clock. Her 
roommates have already gone, and there is no time for breakfast. She rushes out of the house and 
reaches the bus stop just as the bus is disappearing around the corner. She half runs, half walks to 
work, but it is already 8:45 when she reaches the clinic. She is 15 minutes late. 
 
Source: http://wikieducator.org/Time_Management/Activities/Case_Study 

 
Questions: 
 

1. Identify and list Donna’s time management problems. 
2. List five strategies and explain how Donna could use these to overcome her time 

management problems. 
3. Why is it important for Donna to improve her time management?  

  



Skill 3: Manage Your Time – Development Plan 
 
Name:         Date:      
 
Directions: Give yourself a rating of 1, 2, 3, or 4 in this skill, with 1 indicating poor proficiency and 

4 indicating excellence in the skill. Provide evidence for your rating. 

Rating:  ____ 

Evidence:  

 

 

 

 

Where do you want to be in six months and how will you measure your progress? 

 

 

 

 

List academic and non-academic activities to help you achieve your goal in six months, using the 

back of this page if necessary.  Each activity should be a specific academic experience, class, 

community service project, extra-curricular activity, internship or job.  List them in order from the 

most important to the least important. 

 

 

 

 

 


