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TIME MANAGCMENT

" DVERVIEW
SELF-ASSESSMENT
PROGRESS MONITORING
LESSONI: PLANNING
LESSON2: MAKING TIMEFOR HOMEWDRK

. LESSON3:PRACTICEPRIORITIZING
¥ LESSDN4:TASKANALYSIS
e
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In thisunitiyour students:will:

*‘Evaluate:andlimproveitheiuse
ofiunscheduleditime

*\Use;monthly:andiweekly;calendars
©  tostrackthomeworkassignmentsand
* “importantischooiiandipersonalidates

= -Prioritize:assignments:according
‘tolimporntance, difficutty,;and
timeonstraints

=:Bragkidowniiong-termiassignments
intoimanageabie tasks andideveiop
aischeduleifor.completion




INTRODUCTION

1 . 0.'-::—\_/‘1

STUDENTS LEAD VERY BUSY LIVES.

THEY. SBEND SlX HOURS DAILYAINISCHOOL , AREINVOLVED IN-ALL TYPES OF
AFTER-SCHOOL ACTIVITIES, HAVE FAMILY AND HOUSEHOLD/RESPONSIBILITIES,
AND ARE-ASKED TO COMPLETENIGHTLY HOMEWORK ASSIGNMENTS. HELRING
STUDENTS-BECOME'AWARE OF HOW' THEY. SREND THEIR TIME, AS WELL
ASIGIVING THEMISTRATEGIES TOEEEICIENTLY. MANAGE THEIR TIME, WILL
FACILITATE INDERENDENCEAND A'SENSE OFCONTROL.

& DESCRIPTION OF LESSONS

SELF-ASSESSMENT: How Well Do | Manage My Time (10-15 mtinutes)

. This eight-item self-assessment tool allows students to evaluate their ability to
manage time, prioritize, and use task analysis. Teachers can also use the assessment
to monitor student progress over time. {See pages 1-12 and 1-13 for instructions.)

LESSON 1: Planning (30 minutes)
Students are introduced to a system for the daily recording of homework assignments.

LESSON 2: Making Time for Homework {60 minutes)

Students explore how they prioritize, spend their free time, and make a plan for a consistent Lime
to complete homework

LESSON 3: Practice Prioritizing (30 minutes)
Students practice ranking homework assignments based on specific criteria. Once understood,
they will prioritize Tom's Homework.

LESSON 4: Task Analysis (30 minutes)

Students are introduced to a technique for systematically analyzing a long-term project and breaking
it down into manageable tasks.
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INTRODUCTION

@\ REFLECTING ON YOUR PRACTICE g\

* How do I help students use their planners consistently and effectively?

* How can I help students to be more independent in deciding the importance of tashs?

* To what extent do I need to scaffold task analysis for stucdents?

A1 BRIDGING TO THE CLASSROOM

e [ students need
more structure for

¢ Allow 5 minutes at * When assigning

the end of class for

* Periodically check

students to write

down, prioritize, and

clarify homework

long-term projects,

allow time for
students to
independently

the progress of
individual students
when they are
working on long-

long-term projects,
create separate
due dates for each

EP- assighments. use task analysis. term projects. component.

= Provide feedback

= on their plans and

2 timetable.

= === RESEARCH SAYS:

L;J WHEN TEACHERS AGREE TO HAVE STUDENTS USE THEIR PLANNERS TO RECORD THEIR ASSIGNMENTS WITHIN

:_ AN ORGANIZED PROGRAM, HOMEWORK COMPLETION IMPROVES SIGNIFICANTLY (CARIBOO HILL, 2003). THIS

: HIGHLIGHTS THE INTEGRAL ROLE A TEACHER PLAYS IN SHAPING AND SUPPORTING THIS IMPORTANT BEHAVIOR. .
z

=




O Student Worksheet:
How Well Do | Manage My Time?

O

U

INTRODUCTION. SELF-ASSESSMENT

L :
: NONE OF SOME OF MOST OF ALL OF
: THE TIME THE TIME - THE TIME THE TIME
[a] 1 : 2 3

| have dates from my school and
personal schedules in my planner,

| write ali my assignments in my planner
every school day.

| record my after-school activities in my
planner every day.

I prieritize my assignmenis each night.

I know how to break a long-ierm
assignment into manageable parts and

add them to my planner.

I allow enough time to
complete my assignments.

| work on long-term projects
a littie bit at a time.

I hand my assignments in on time.

Refiection Questions:

]‘ How do | manage my time? .

2 . What system do | use to remain aware of ali my assignments in order to compiete them on time?

3
. What strategies will help me to better manage my time?

'y LIND
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INTRODUCTION: SELF-ASSESSEME

Teacher Resource

Monthly Progress Monitoring Charts
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('LESSON 1 U PLANNING

Planning

Objectives Materials
In this lesson, students will: Student Guide pages 14-20
¢ Learn a system for recording homework assignments For Students: Students' Planners

* Become familiar with the features of a planner
¢ Record important school and personal dates in the planner

‘STUDENT,GUIDE!CONNECTION: ‘Have students read'page 14.in\the Student!Guide 'and than take

* itheiSelf-Assessmention pagers. Tihis assessmentican be self:administered or:taken during:a .
teacher-student interview.However,-it shouldibe completedibefore:startingthisdesson.

Procedure

Please feel free to select and adapt parts of the procedural suggestions below.

Explain to the class the importance of transferring dates and

. activities from the school calendar to their weekly calendar.

Ask: What do you use a planner for?
What types of things should be written in a planner?
What have you learned aboui how after-school activities and special occasions
niight affect the completion of homework assignments?

Discuss types of systems students have used fo record
homework assignments.

Ask: Have you ever forgotten to turn in a homework assignment on time?
What were the consequences?
Do you write down homework assignments each day?
How do you record assignments?
What information do you include?
Has your system been successful?
How do you thinl the various school and personal dates or after-school activities you
have entered into your weekly/daily calendar will affect your completion of homework?
How might you plan ahead for a particularly busy day?

DISCUSS

P LINN

Familiarize students with or review the weekly/daily
pages in the plannexr.

Point out the following:

ONINNYId 3 INIWIDIVHVI INIL
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® Subject area sections * Monthly calendars ® After-school section

o~
un



LESBONCIPELANNING

Have students read pages 16 and 17 in the Student Guide.
Then discuss the recording of daily assignments by going over page 18, Using a Planer.

* Record daily assignments in detail.

E ® Check off assignments when completed (even in class).
o ® In addition to recording homework assignments, students can record important schoul
' and personal dates.
Ll ¢ Check with parents about other important dates {doctor's appointments, parties, etc.).
o= ® If a textbook needs to be taken home to complete an assignment, ask students o
highlight the assignment or use an asterisk (*) next to it in the planner.
® When there is no homework assigned, students write NH or No Homework next to the
subject name.
Discuss page 19, Brad’s Planner, in the Student Guide.
Read the directions at the top of the page together. Then have students look at josh's
Planner on the left and Brad's Planner on the right. Tell students to record the errors next
>= 10 Brad’s Planner.
I": - Answers
o Reading .........covucunnine Forgot to write down what 1o read
: : Language Arts............. Forgot to write assignment .
D Math.iiiiinn, Forgot to write down problems
<C Science.....ovniiniiinns Forgot to write NH
Social Studies............. Forgot to write specifically what to do for the report
Music voeevevceniinerenecnnns Forgot to wrile down reason for mieeting with Jill
Afier School................ Forgot to write down soccer practice

- STUDENT;GUIDEICONNECTION:‘Point out:the Rlanner Checkiist:onpage 20/in the Student Guide

and ‘decidelwith 'studentsiwhenitoido'the first!planner. check. You may wish.to'do individual

= plannerichecks duringiteacher;studentiinterviews or have students.do a self-check.

a

" £ BRIDGING TO THE CLASSROOM

o * Allow 10 minutes at the end - @ Use the classroom monthly wall calendar = ® Keep a master
z of the school day to review all - to post important dates each month, : planner to assist
= homework assignments and - Students can transfer these dates written ~ ©  students who

= check planners. For departmental ~ on the wall calendar to their weekly and © are absent.

= schedules, allow 5 minutes at monthly calendars in their planners,  Assigna

& the end of each academic class including standardized testing dates, © student this Q
- peried to review homework project due dates, holidays, half-daysand ~ ©  responsibility us
z assignments and check planners. early dismissals, field trips, and birthdays. ©  a classroom job.
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Student Resource:
Using a Planner

Write NH or No Homework
if no assignment is given.

Record important information about every
assignment {e.g., page and problem numbers,

LESSON 1:

PLANNING

Checlk off or cross

out completed

materials needed). assignments.
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Include daily and

IF assignments are Include after-school
not completed, weekly goals. activities.

rewrite them for the

following day or draw

an arrow.

Record and highlight
due dates of tests,
quizzes, and long-term

projects.
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TIME MAMNMAGEMENT & PLAHNING

UNIT 4:

LESSON 1: PLANNING

Student Worksheet: a
Brad's Planner

Name: o A Date:

DIRECTIONS: Below vou see Josh’s Planner on the left and Brad’s Planner on the
right. Josh and Brad have the same schedule and homework assignments and play on the
same soccer team. Therefore their planners should look identical. Josh has done a nice job
of writing in his planner. Brad has some things to learn. Can you find all of the things wrong
with Brad's planner?

Josh's Planner Brad's Planner List all of Brad's mistakes.
% Record toourt 1900t % Mecord voears 1000 l
TRITE & ARG WU I 1e3td & asiitmmdnty
i Read Tow Sawyer § '
i Chapter 12 i Read
i Proofread Essy '
. 28] 1 . 251 :
P # [-3D H fa ;
Finish S § | Work on veport
i wote eards '
5 E
Mugic - work on :
report with Jitf § | meet w/ Tl
dve 4/16
I
At ramwr wcans . | AT wn e prrominas
-« Sopoer W-5 | | -
-




LESSON 1: PLANNING

O Student Worksheet:
Planner Checklist

Name: . . . Date: .

DIRECTIONS:

Step 1. Write your name on the line above.
Step 2. Write the date ol the planner check on the line above.

Step 3. Read each statement. If the planner meets the requirement completely, check “Yes.”
If the planner meets the requirement only partially or not at all, check “No."

Step 4. Add up the number of boxes checked “Yes.”
Write that number under the word Total at the bottom of the "Yes" column.

=
o

CHECK TO SEE IF: s

O

1. All subject names are listed for today and previous days of this week,

2. Each subject has an assignment listed or is marked as NH
or No Homework.

3. Completed assignments are crossed out or have a « next to them. O
4, After-school activities are noted. O

5. Tests, quizzes, and long-term project due dates are recorded.

assignments should be completed first, second, etc.

6. Homework on previous days has been prioritized by noting which : O
7. Homework that requires a book be taken home is noted. O

B. Each homework assignment is detailed, including page and problem
numbers when needed.

olo|lo|o|olo|o]o

O

@ S =

OHNINNYId 3 LNIWIOVYNYN INWIL

‘o LINN

e,



LESSDN 2: MAKING TIME FOR'HOMEWORK

Making Time for Homework

Objectives Materials
in this lesson, students will: Student Guide pages 21--22
* Reflect on their personal schedules

and how they chose to spend their time

® Consider setting a regular homework time

Procedure

Please feel tree to select and adapt parts of the procedural suggestions below.

Students discuss and evaluate how they plan and spend
their time.

Ask: What do you spend most of your week nights doing?
(Possible responses: homework, TV, video games, communicating with friends)

DISCUSS

Brainstorm daily prioritfies.

Have students individually write down the things they want to accomplish cach day or
what they consider to be their daily prioritics. Individual lists can be shared with the class
and a “Daily Priority List” can be written on the board.

LIST

Go through the time estimation activity, How Do I Spend
My Time? on page 21 in the Student Guide.

Ask students to estimate how much time they spend doing each of the activities listed on
the bottom of the page. Then have students use this information to graph a typical day on
the pie chart at the top of the page. Each segment of the pie graph represents one hour. So,
if a student sleeps for seven hours, then seven segments would be shaded and labeled sleep.

HEG

ESTIMATE

MENT & PLANNK

In pairs or as a class, have students compare and contrast
their schedules.

TIME MAMAGE

Have students consider whether their schedules match their priorities. That is, do they

make sure they get the most important things completed and then hll in the rest of their O
time with what fits?

DISCUSS

UNIT 4:

410



LESSONAZUMARING TIMEFOR HODMEWORK

. Tell students to look at Planning My Time on page 22 in
. the Student Guide
Students will create a schedule for the week that will include their after-school obligations

(Family responsibilities, sports, programs), time necessary for homework completion, and
time remaining for leisure pursuits.

Discuss students’ plans and their rationale for creating them.

Ask: When do you schedule your homework time?
How much time a night do you need to designate to homework?
How much free time do you have in your schedule?
How do you choose to spend your free time?

DISCUSS | CREATE

4% BRIDGING TO THE CLASSROOM

* With the student and the support of parents, establish a consistent time and place for homework
to be completed.

P LINND
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LESSON 2: MAKING TIME FOR HOMEWOREK

Student Worksheet:
How Do | Spend My Time?

Name: . .. GG ek Date:

DIRECTIONS: Of the 24 hours in the day, estimate how much time vou spend in the
following areas. Create a pie chart to do this. Use colored pencils to represent each activity.
Each segment of the pie chart represents one hour of time.

F

z

< S —

: TYPE OF ACTIVITY ' COLOR TYPE OF ACTIVITY COLOR

: Homework S SR 5choo|m S S SR
% _\Eieo Gan;_es “M.e.a.lsls_n;c;s: o

E _W ; - “ Comer]itTActivities

= .I.Dh.one/.l.M - _ - Famity DL
E v Social/Friends '

= - Sleep 6ther N

£ Personal Hygiene o

» Sports/Fitness - . o

4-12



LESSON Z2: MAKING TIME FOR HOMEWORK

O Student Worksheet:
~ Planning My Time

Name: . . i ey Date:

DIRECTIONS:
Step 1: Begin on Monday and schedule everything that you have to do after school (family
responsibilities, sports, after-school programs).

Step 2: Schedule homework time. Think about the best time for you to do your homework.
Consider when you are most alert and how much time you will need. Block out the
appropriate amount of time. You may have to schedule more than one homework session.

Step 3: Shade in the time you have left for leisure activities, such as communicating with
friends, listening to music, and watching television.

Step 4: Plan your schedule for the rest of the week following steps 1, 2, and 3.

WEDNESDAY THURSDAY FRIDAY

S = — .

MONDAY TUESDAY

|
+
OMINNY Id 3 LHINIOVHYH INIL P LIND
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TIME MANAGEMENT & PLANNING

UNIT 4:

LESSON 3: PRACTICE PRIORITIZING

Practice Prioritizing

Objectives Materials
In this lesson, students will: Student Guide pages 2324
® Understand the notation system
for prioritizing homework
® Practice prioritizing a homework assignment
based on due date and difficulty

Procedure

Please feel free to select and adapt parts of the procedural suggestions helow.

Hold a discussion on prioritizing the completion of
homework assignments.

Discuss with students what they would do if they had a lot of homewaork to complete,
with some assignments due the following day and some due later. How would they decide
which homework to start with and in what order?

Ask: What homework do you do first? The easiest? The most challenging? The one
that is listed first?

DISCUSS

Compare responses: Does everyone prioritize in the same way?
Are some criteria for prioritizing better than others?

Explain the prioritization system.

* Rank assignments by when they are due, difficulty, and the amount of time they require.
Assignments that are due the following day should be ranked first. These assignments
are considered A assignments. Anything with a later due date is a B assignment.

* Advise students to complete the more challenging assignments before casier
assignments. Studenis will be able to tackle more difficult tasks while they have more
encrgy and attention.

* Next, assignments should be numbered 1, 2, 3, etc., starting with all of the
A assignments and then numbering the B assignments 1, 2, 3, etc.

EXPLAIN

* When students begin working on their homework, they will then begin with the A assignments
(Al, A2, etc.) If there is time, they can move on to any B assignments, starting with B1,

Students are advised to prioritize homework any time they have more than one
assignment. They should understand that this should be a part of their daily routine, either
at the end of the school day or before they begin their homework in the afternoon/evening.

414




LESSON:3: PRACTICE'PRIORITIZING

Complete the prioritization activity.

Students complete, either individually or in pairs, Tom's Homework on page 24 in the
Student Guide. The directions ask students to prioritize Tom's fictitious assignments
using the notation system described. Answers may vary.

DO

Review the Prioritization System.

Ask: What questions do you have about the prioritization system?
How does this system relate to what you already do?
Is it an improvement over what you already do?

Can you improve this system to make it fit your routine and needs?

DISCUSS

What are your impressions of the notation system?

How did it help you prioritize the assignments?

* What was difficult?

'STUDENTIGUIDE CONNECTION: Have students read page 23'in the Student Guide to'review what

they learnediaboutipricritizing their homework assignments.

£ BRIDGING TO THE CLASSROOM

¢ Allow students time to prioritize their - ® Help students prioritize assignments as well
homework assignments. - as their various after-school obligations.

= e = —
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TIME MANAGEMENT & PLANNING

UNIT 4a:

4=
&

LESSON 3: PRACTICE PRICORITIZING

Student Resource: a
Tom’s Homework

Directions: Help Tom prioritize his homework for tonight. Read all the information
provided to create the most effective plan. Any assignments due the next day should be
labeled A assignments. Any work that has a later due date should be labeled a B assignment.
Then, number all of the A assignments in order of difficulty and priority. Finally, number the
B assignments (starting with 1) using the same criteria. Use your best judgment.

Tom is a student at Hillside High School. His courses include Social Studies, English, Math, Biology, Spanish,
Health, and Art. Tom is a hardworking student, but he needs some help deciding how to organize his
homework time. Tom's favorite subject is Social Studies and his least favorite is Biology. Math has always
been difficult for him and currently he is having trouble understanding the material. He loves to read, but

often gets sleepy while reading. Tom has written the foliowing Homework in his planner for November 19,

* Health-NH * Social Studies—Read Chapters 1-3 (due 11/22)

Fou
+ English-Write a five-paragraph essay (due 11/22) * Math-Do page 87,112, and page 88, i)

. even only (due 11/20}
- Biotlogy-Study for test on Chapter 15 (11/21)

_ ) + Spanish—-Complete page 62 (due 11/20)
« Art—Collect magazine pictures for collage

(due 11/20)

ORDER ASSIGNMENT

Rl DO | W DO




F L LESSON:4: TASKGANALYSIS

Task Analysis

Objectives Materials

In this lesson, students will: Student Guide pages 25-29

® Understand how to break a long-term For Students: 10-135 Transpareni self-stick
assignment into manageable chunks flags per student

e Understand how to apply task analysis through  For Teachers: Example of Task Analysis
the use of a practice assignment

Planning Ahead

* Before teaching this lesson, it helps to teach
and/or review the CUCC lesson. (See Lesson
2: Following Written Directions in the Study
Strategies Unit.)

* You may want to look at Example of Task
Analysis on page 4-19 before teaching
this lesson.

@ Procedure

Please feel free to select and adapt parts of the procedural suggestions below.

What is task analysis?

Ask: What kind of tasks need to be broken down?
What are the steps in task analysis?
{Answer: (1) Breakdown a task into manageable steps. (2) Transfer steps to
transparent self-stick flags. (3) Transfer flags to daily planner.)

DISCUSS

Teach strategies for analyzing tasks.

‘O LIND

Step I: Have students turn to page 25, Project: Recycle, in the Student Guide.
Tell them that they should pretend they have been assigned the project
described on page 25 and that it is due in one week.
Step 2: Students use the chart on page 25 to break down all of the steps needed to
complete the project. They record the steps in the column labeled Aciion,
Remind students that each step should consist of a manageable chunk of work that can
be completed in one night along with the ather homework they may have that evening.
A suggested amount of time per chunk should be about 30-60 minutes. Explain that
- some tasks may need to be broken down into two different steps.
O (continued)

EXPLAIN

GHINHYId 3 INIWNISVHYWN JWIL
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TIME MANAGEMENT & PLANHNING

UNIT 4:

4-18

‘LES.SDN 4 ITASK ANALYSIS

EXPLAIN

{continued)

Step 3: Once all the steps are listed in the table, ask students to choose a work date for each
step. This is the day that they would complete that particular task. Remind students
to take into account days when they might have other events or activities to do.

Step 4: Transfer each Action onto a self-stick flag.

Step 3: Students place the flags in their planners on the dates that correspond to
the dates they listed in the Work Date column of the chart. Explain to
students that by using flags it is easy to move an Action to another day if
it's not completed.

Note: Students should only have one or two flags planned per day.

After students complete the activity on page 25, read pages 26 and 27 together. Have

students compare their task analysis to the one in the Student Guide.

REFLECT

Evaluate the activity.

Ask: What did you like about the system?
What is difficult about the system?
How did you previously plan for large assignments?
How might this system help you deal with larger assignments?
How could you use this process and include it in your study habits?
Do you have any current large assignments that need to be broken down?

FOLLOW

UP

Point out the Task Analysis Template on page 28 in the
Student Guide.

Encourage students to use this template as needed to plan for long-term projects.

STUDENT:GUIDE CONNECTION: Have students read.page 29:in:the Student Guide:toireinforce

whatitheylearnediin thisiunit.

421 BRIDGING TO THE CLASSROOM

* Encourage

° ® Have students - ® Reter to lesson ¢ Have students use

students to
participate in

the process of
breaking down
and planning for
long-term projects
in your class.

identify all the

components of a

project and suggest an
appropriate timetable

for completing each

chunk.

Creating Study
Plans in the Study
Strategies Unit for
tips on how to use
task analysis skills
when studying

for tests.

the Taslk Analysis
Template on page
28 in the Student
Guide to break
down any large
class assignments.

®



LESSON 4: TASK ANALYSIS

® Teacher Resource:
Example of Task Analysis

Project Management Using the Planner

DIRECTIONS:
1 . Break down the project requirements into a lisi of daily steps.

For this project you need to
interview one family member

and three neighbors about their
recycling habits. You need to ash
them questions about what they do

g

. Schedule interviews
. Write questions

w

. Conduct interviews

with paper, cans, glass, and other 4. Write paragraph
items. You need to make a list of 5. Make a bar graph
questions ahead of time that you Eic.

will ask them during the interview.
Once you have finished the ...

O

2 . Transfer each step into your planner on the day that you will accomplish that step.

o IO IS S IR,
| B Record oser i 15011 g“‘ B Record sseriinses [} !
! Sehedule mage list s Conduet Create Paraa-mph
Internews i Inferviews
s

3. Usea highlighter ar self-stick flags to color code your projects and create a visual reminder.

‘P LINN

e P -
= XTI

o
-1'9=
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TIME MAMAGEMENT & PLANHNING

UNIT 4:

LESSON 4: TASE ANALYSIS

Student Worksheet: P
Project: Recycle

Narme: I . Date:

DIRECTIONS: For this project you need to interview one family member and three
neighbors about their recycling habits. Ask them questions about what they do with paper,
cans, glass, and other items. Make a list of questions ahead of time that you will ask them
during the interview. Once you have finished the four interviews, write three paragraphs
explaining their recycling habits. Chart their responses in a bar graph, showing their method
for recycling, such as separating all items, throwing all items in the garbage, just recycling
certain items. Then, you will create a poster showing how you can encourage more people
in your community to recycle. Finally, prepare a 10 minute presentation explaining what
you learned.

Due Date:

ISKANALYSES  woveerooooooo o
WORK DATE.E v/ W

STEP ACTION
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LESSOWN 4: TASK ANALYSIS

Student Worksheet:
Task Analysis Template

N AN B it e e R s e e Date ket

DU, DB i s N T B e A D T S bR BT SRV ot e i

PROJEC T s ianaings

STEP ACTION - WORK DATE -/

ONINNYI1d 3 LHIWIOVYHYN IWIL ¢ LINN

4-21



TIME MANAGEMENT & PLANHIHNC

UNIT 4:

4-22

LESSON 4: TASK ANALYSIS

Student Resource: Jis
Time Management

HOW DO I PRIORITIZE?
Rank all assignments based on:
® Due date e Difficulty * Time needed

Why should | keep a yeariy/monthly calendar?
It is important to be aware of the school calendar at the beginning of the year to help you see the “big
picture.” Writing down vacations, holidays, half-days and special events, and then adding personal dates
(birthdays of family and friends) and after-school activities is very helpful when long-term planning,
Recording these in the monthly calendar will give you a quick overview of what each month looks like.

Why should | write down nightly homework assignments?

Relying on your memory to recall nightly homework assignments is not a reliable method. Learning
and using a daily system of recording all assignments in every subject will help you complete and turn
in assignments on time. Writing NH or No Homework next to a subject when no homework has been
assigned will prevent you from thinking you may have forgotien an assignment.

How does recording after-school activities impact my homework completion? {"’ B

(N

Some days can be very busy. For instance, you may have soccer practice and a piano lesson after school
and must baby-sit your niece in the evening. You also have homework in math, an essay to write, and

a science project to finish. Looking at vour overall schedule a few days in advance will help you feel
prepared for such hectic days. Working on the essay and project in advance and using study hall to
complete the math assignment will enable you 10 participate in all activitics and get your homework
done on time.

How does using task analysis help with long-term projects?

When your teacher assigns a long-term project, you may be confused on where to begin and wonder
how you will ever get it all done. Or you might wait to get started, thinking you have more time than
you actually do. Breaking down the assignment into individual tasks and using a calendar to develop a
plan for completion should be your first step. Completing small chunks of the assignment nightly will
insure the project will be completed on time.

Big Assignments Need To Be Broken into Small Pieces
* [-low much total time do you have?
* Break assignment into chunks that can be completed in one night.
* Use a monthly calendar to plan backwards from the due date.
Hint: Include a day or two extra for editing and review.
* Transfer schedule from monthly to weekly calendar.

* Adjust your schedule as needed.



