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Teacher's Name Course/Subject Date(s)/Time

After completing a weekly time log , the student will analyze
their current time management and develop an effective
time management schedule for the next week. Using an
excel spreadsheet, the student will allot time blocks for
daily activities, fixed commitments, recreation, and
studying.
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Process

Complete survey on "What type of time manager are you" . computer
Divide class into small groups and discuss handout on
different scenarios requiring decisions on time
management. After discussion students will proceed to
outline distractions, interests, and procrastination that get in
the way of completing necessary projects. Provide handout
and brochure on tips for developing a to do list, prioritizing,
and overcoming procrastination and other time wasters.
Students work in pairs as they discuss changes they will
make on last week's schedule. Students will then
independently proceed to update schedules on the
computer to make necessary changes to improve their time
management.

excel spreadsheet

Assessment Bloom's Taxonomy in Assessment

Teacher Evaluation [_] Peer/Self Evaluation Knowledge Analysis

(] Employer Evaluation [] written/Oral Presentation Comprehension Synthesis

[ ] Test/Quiz [ ] others: Application Evaluation

Reteach Activity/Homework Lesson Closure

The week before the lesson is presented, Overview of the strategies used in developing an effective time
students will use excel to prepare a log of time [schedule. Stress the importance of updating and analyzing time
spent on daily activities during the week. allotments on a daily and weekly basis so that students can balance
(studying, watching TV, surfing the net, talking [their activities and meet their goals.

on phone, sleeping, working, etc.)




