Time Management Tips

· Estimate:  Figure out realistic times for how long things take you

· Schedule:  Make a schedule that works for you and your family

· Use a planner/calendar:  Use a weekly and a monthly calendar so you can make longer range plans rather than just for a day.  Include school, outside-of-school activities, and family activities.  Reduce the amount of things that catch you by surprise.

· Review/Revise Schedule:  Look over the schedule from time to time.  Any revisions needed?

· Include time for you:  Be sure to include fun, relaxing, or “down-time” activities (reading a good book, riding your bike, watching TV, listening to music, talking to friends, etc.)

----------------------------------------------------------------------------------------------------------------------------------------------------------------------

More on Managing Time (especially for schoolwork):

· Use your time resources.  If you are given class time to work, use it.  (Ask questions, get help, make sure you have the papers/books you’ll need)

· Create study plan.  Figure when you study best (Right after school?  After dinner?).  Take into account other obligations (sports, lessons).  Make a daily plan.  Example:

· 2:45 – 4:15   Basketball practice

· 5:00 – 6:00  Math homework

· 6:00 – 6:45  Dinner

· 6:45 – 7:00  Call friends

· 7:00 – 7:30  Study for social studies quiz

· Prepare for obstacles/sabotage.  Identify anything that could interrupt or ruin your study plan and figure out how to manage them.  

· Annoying siblings:  Ask parents for help or promise to spend time with them later.

· Calls from friends:  Ask them to call after a certain time when you’re likely to be done.

· Parents want things done:  Agree on a plan to do what they want (chores, etc.).

· Get side-tracked:  Have a plan.  Reduce distractions.

· Organize your study time. 

· Set a goal for the time (what do you want to get done?)

· Allow more time than you think you’ll need

· Determine your order

· Prioritize work if necessary

· Break down large tasks into smaller parts

· Do memorizing tasks in the beginning and at the end

· Consider doing least favorite task first to get it out of the way

· Alternate types of assignments (read a chapter, do math problems, write a paragraph)
· Know when and how to take breaks (the first and last 10 minutes of a study session are the most productive so 20-30 minutes is a good time to concentrate, then take a short – 5 minutes -- break (get a drink, pet the dog, walk around the house).
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