notes, or study include:
= shudy halls or Porary time.

+ atthe end of class,  you have
nnuhumm_‘m

. mﬂmhadn’nﬁﬂr
danier's alfice,

* waiting for the bus or & ride.

TYNSTOAT
GEMEN

STEPS TO
TIME MANAGEMENT

Careful planning can help eliminate forgoren
events and assigrments, I's simply & matier ol
keeping track of what you need to do and when
you meid 1 do it. Lesming to manage your tisen

now will help you accomplish more throughai
yaur life.

Hose pou apend yous time is 8 habi deselopd pver
yaars. Changing habits isn't easy, but it's worh this
affort if it will incraase your productivity and givie
you mora tme 6 do the things you really onjoy
Your Studant Planner is an eoccellant tood lor irackny
your activities. Include sverything you meed s do,
thim add the thinga you want 16 da. Thioe B
technigues will help you manage your o

1} MAKE A “TO DO LIST” [TDL)

By making and prinritizing a K=t of things you nise
to do, you will be sble to sat sside s 1o comgl i
those taske. As you finish o task, cross it off th
st You'll feel a greater sense of secom pkshmsn
5 you become move productve, Write yair TDL in
the GealsiNotes area of your Studend Flanner

To m=e a TOL:

1. List the tagks you want to accamplish for iha
day. Do nat include routine things which you s
nat likely to farget

& Prioritize or rank esch task using the follmaing
FyStEm oF ane you devalap:
1 = dio first
2 = do aecomnd

3 - dothird, and $0on

4 Complete the tasks accornding to th i ok
and cross thes of | when shay ara daone,

2) USE YOUR TIME WISELY

While at homec

1. Estlablish & rowtine, Sl aside o specifc
thene aach night 1o do hompwork.

2 Schedule one-hour blocks of time. Studylor
50 manutes and bresk for 10 minutes,

3. Estimate how long each assignment
will take and plan accordingly. Do your
hardast ssssgnments first. Your work will
bacoma easier as you go.

4, Gat to work right awaoy, Do not waste
tame talking on the phonpa, e-mailing,
tenting, snacking, or watching TY.

5. Spend extra time studying subjects you
find mose chalenging, Review what you
harve slready shudied o resd ahead.

6. Do not let watching TV or chasting onling
canaume &l of yowr fres time. Use it to
study, hang out veith friands or family, read
arid waile, Or Exarcise.

1. Continually work on long-tanm sssignments
to avoid having &o rush lates. Break them
into smaller tasks io maks the job aasier
and reduca siress.

31 USE YOUR STUDENT PLANMER

Wihile at sehool or &lsew here:

1. Use “idle time" whan you hawa nothing
apecific planned. Usa tima efficienty to
ansune you get evarything dore. Take a
baok or notepad wharevar you go.

2, Bagin warking on assignments right
away. This gives vou a head start and the
oppartunity ta ask questons.

A, Gl bo class an fime. Having o catch up
wastas v luabile tme,

4. Use study halls wisele. Hyou don't have
8 particular asslgnment to wark o,
reviews motes of read shaad.

5 St working on long-term assignments
far im edvance. Avaid having tv read a
200-pags bock the night before it's due
simply because you didn’t plan ahead.

& LUse your Swdent Flanner t0 recond your
assignmants and othar activities.

1. Avosd mizsing schoal if possible. Stay
home anly f you realy are sick. You miss
all digcussions snd assignmems and
4l heerve wark to dho webven yow returm,

Tour Student Planner & an excalisnt tool for keepng track of al your activiies and assignmants.
1. Aecord assignmaents and due dates and chack ﬁuaifnmum wihen completed. Record

lang-term projects on the manthly calendar pages. A
given, the day it is due, and in-between a3 reminders,

2 Record dales and times of meetings, practices, games,
and pther 2ppolntments in the Alter-Schood spaces

3. Utza the Goals iNobes section for wour TOL or remieders.

& Use the moathly celendar to record personal events,
such as birthdays, annivarsaries, and vacatson days.

so, record gach onthe day it was




