Time Management
A COMPREHENSIVE STUDY

Helps Teens Learn How to Manage Their Time
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BUSINESS EDUCATION WITH

NO PREP!
SAVES YOU TIME!




NO PREP Comprehensive Time Management Activity

4 Perfect for a Management, Leadership, Intro to Business,
Entrepreneurship, Life Skills, and Career Readiness class.

V A deep dive into Time Management:
* The 5 Pillars (Ps) of Time Management
A Case Study: The 5 Ps in Action
10 Time Management Techniques
* Time Management Strategies
* Time Management Scenarios
* A Student Reflection

V Use with your 9th, 10", 11th, and 12" grade high school students.

Great for In Person, Sub Day, or. Remote Learning



Students use vetted links to answer the prompts

5 P’s of Time Management

There are 5 pillars that provide a framework for
mastering crucial aspects of personal and professional
growth when dealing with tme management. They can

be discovered in THIS LINK.
List them in each of the circles on this page.
Provide a brief description of each.
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Students cannot
copy & paste

NO PREP!
PLUG & PLAY!

Explore THIS RESOURCE LINK to discover 10 techniques to enhance
your ability to manage time effectively:
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Teaching Duration: 65 minutes + Discussions




8 Slides included

Time Management Case Study: The 5 Ps in Action
Read the scenario below. Then, for each of the 5 Ps, answer the question that follows. -
Use your critical thinking to explain howthe main character can apply that time management skill.

Scenario:
Maya i& a high scheol junior. She has a part-time job at a coffee shop and is alse invelved in student coundil.
It's Tuesday, and she has the following going on this week:

- A unit test in history on Thursday

. A group business project due Friday

- Acshift at the cofiee shop Wednesday evening
- A student coundil meeting Thursday after school

» - She also wants to go to a fiend’s birthday dinner F iday night
- She hasnt stgrted studying for the test or werking on her part of the group project
Maya is starting to!ep‘;vafﬁvelmedanddmm'thmhmtoﬁl everything in. 117 =
] \ | > Plan: wnat could Maya's scheduls fo £ . ? y 2 1

._'\‘ ‘\_} Prioritize: What tasks should Wednesiayand Thursday look like i = 25 L F
v Maya focus on firgt, and why? =tyon track? 1 o 'y E

Time Management Strategies

1. Setclear goals — What'sone shortfem or long-fem goal jou could set?

Time Management Scenarios

2. Prioritize tasks — How can you decide what fo 4o first when you're busy?

| . 2 t-time at a grocery store and is taking four classes this semester, including
3. GRS - How would ' st wites down all of her assignments in a planner and checks them every moming. She
- S *. _ after school each day to complete her homework and avoids checking her phone

while studying. On days when she works, she shifts her study schedule to fit around her shift. She
uses Sunday nights to plan out her week and prioritize deadlines. She still finds time to hang out with
friends on weekends.

Avoid mstination _ Wha''s one method you can use fo avoid putfing i

Scenario B:

Jayden is also in school and works part-time at a car wash. He usually forgets about assignments
until the night before they're due. He doesn't use a calendar or planner and often starts homework at
midnight. He plays video games right after school to “relax” and ends up scrolling on his phone until
dinner. Sometimes he misses deadlines or turns in sloppy work because he's too tired. He eften
complains about not having enough time to get things done.

Read both scenarios carefully and
espond to the ion s below...
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Student Reflection: How are your time management
skills? What have you learned that might help you manage
your time better? Respond in a well-developed paragraph.

WEBQUEST

There are several methods to prioritize tasks to be as productive as possible.
Search the web to learn about these three popular i to prioritize wvely.
Record your findings in the table below...

Eisenhower Matrix
of Prioritizing

F@v;,ﬁ

ABC Method
of Prioritizing

80/20 Rule
of Prioritizing

Google Slides that easily convert to PowerPoint



Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. | am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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