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Self Reflection 

On a scale of 1 to 5 (5 being the highest) 

rate what you think the impact that time 

management and organization have on 

your academic success. 

 

Provide at least one reason for the rating 

you chose. 



How do you rate? 



Add up the number of your responses.   

How did you rate?  

• 9-10 = You are well organized!   

• 7-8   = You are mostly organized, but you 

should improve your practices. 

• 0-6   = You need to develop methods to 

improve your organization.  If you do, you 

will see an improvement in your grades 

and your stress level will be reduced.    



Share with a neighbor 

• Compare your results 

from “How do you 

rate?” with a neighbor. 

• Create a list together of 

3 specific ways to 

improve time 

management and 

organization.   

• Be ready to share your 

list with the class. 



What is time management? 

How do I manage all of this??? 



5 Tips for Managing Time 

1. Don’t waste time.  Reduce things that take you off track and 

prioritize your tasks.  For example, don’t study while on Facebook 

and make lists each day of tasks. 

2. Maximize your time.  Use every available minute.  For example, if 

you have 15 minutes to wait at the doctor’s office, you can begin 

studying.  

3. Keep a calendar/planner.   Write due dates and deadlines in a 

calendar.  For example, use your MRHS planner for more than a 

bathroom pass and/or create electronic reminders (i.e. cell phones, 

ipods, etc.). 

4. Break all tasks into small bits. Every little thing you can do gets 

you closer to finishing a task.  For example, do not wait until the 

night before to complete assignments or projects. 

5. Learn to say no. Set reasonable time limits.  For example, don’t 

over-extend yourself with too many tasks.  

 

 



Would these work for you? 

 



Color-Coding  

 

 

   

 

 

 

 



Monthly Calendar 



Lists tasks in your planner 



How well do you prioritize? 

Directions: Rank the tasks in order of  importance 

To Do List: 

____ Call friends to schedule movie night 

____ Algebra pg. 134 # 2-30 evens due tomorrow 

____ Pick topic for language arts essay and write thesis 

  statement due tomorrow 

____ Put work schedule on calendar 

____ Lift weights  

____ Study for Spanish test—this Friday 

____ Start Biology project—Due next Thursday 

 Compare your list with a neighbor.  Be ready to 

share with the class. 



Planning Time 

 

Now prepare yourself for the end of 

school.  Add important dates to the 

calendar provided.  

 Using your planner, take  

five minutes to prioritize upcoming  

events in your life.   



Some Important Dates 

Half Days: 

 8/26, 9/23, 10/20, 10/21, 10/28, 11/18, 12/9, 3/2, 4/20, 5/4 

 

Parent/Teacher Conferences: 

 10/20 and 3/29 

 

Final Exams: 

 12/22  Half day - Periods 1,3,5 

 12/23  Half day - Periods 2,4,6 

   5/23   Half day - Periods 1,3,5 

   5/24   Half day - Periods 2,4,6 

 



Ask Yourself… 

Do you already do 

some of these 

suggested tips?   

Which ones?  

What else can you 

do to improve your 

time management?  

 



Resources 

http://randaclay.com/how-to/6-time-

management-strategies/, “6 Effective Time 

Management Tips” access date 7/16/10.   
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