It’s Time!
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	Workshop Information

	Audience:     Chapter Officers

Age:              10th – 12th graders

# Students:   Varies


	Workshop Date:  Day 1

Time:                   7:00 p.m. 8:00 p.m.

Location:              TLC



	Session Time: 60 minutes
	Materials Needed

	Connection:  2 mintues

Objective 1: 10 minutes

Objective 2: 11 minutes

Objective 3: 10 minutes

Objective 4: 15 minutes

Review:          4 minutes
	· 24 objects for each student

· Paper cups

	Flipcharts to Create
	Special Notes

	Title of workshop

Sleep-8

School-7

Eating-3

Bathroom, showering, etc.-2

1. Be more productive

2. Have time to do more things

3. Less stress

4. I can balance my life

(In 4 boxes)

URGENT

IMPORTANT

UNIMPORTANT

NOT NECESSARY

	A/V Needs: CD player, CDs

Other special needs: none
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Topic:  Managing time, prioritizing activities
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Overall Goal 

Participants will be able to identify all of the things they need to get done, be able to prioritize those activities, and define time management.  They will also implement time management strategies into their routines.
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Objectives 
1. Define time management

2. Identify benefits of knowing how to manage time

3. Identify and apply time management techniques
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Connection             & Preview
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By a show of hands, how many of you have enough time to do everything you need to do in a day?  Who never has a problem with doing what’s important first?  Who sometimes feels like there is too much to do?  Often times, there IS too much to do!  But even though there are never any more than 24 hours in a day, there are ways that we can learn how to accomplish all that we need to do!  We call this beautiful thing time management!  This session, we’ll learn what time management is, discover how it is beneficial, and finally learn how to use it.

Transition into the first objective

Before we get into full swing though, we better take a step back and search for a meaning to time management.

Objective #1: Definition of Time Management


	[image: image4.jpg]


  Support  (How to teach…)
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  Point  (What to teach?)

	When I say “shimmy, shimmy,” find a partner and take 59 seconds to define the word time.

SHIMMY, SHIMMY!

Now take 63 seconds to define management.

Now take 54 seconds to define time management.

Cool!  Let’s hear what some of your fabulous ideas were!  (Capture some of these on flip charts.)

Now that we have some awesome ideas, let’s mold a few of them together to form some solid definitions of these terms.
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       Application (Why is it important and where will I use it?)

	You may jot these ideas down in your books.

Time-Measurable period during which an activity exists

Management-The act or art of managing

Time Management-The act or art of managing time


Transition into the next objective.

Once we know what time management is, then we can begin to see how exactly it can benefit us!

Objective # 2: Benefits of using Time Management
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  Support  (How to teach…)
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  Point  (What to teach?)

	Each of you will be receiving a cup that will contain 24 objects.  Each of the 24 objects represents one hour of your day.  As I reveal this flip chart, count out the correct number of pieces for each activity.

(Reveal one at a time)

Make sure you keep separate piles

Sleeping-8

School-7

Eating-3

Bathroom, showering, etc.-2

Now tell me, how many pieces do you have left?

(4)

Wow!  Time flies when you’re having fun eh?

What activities must take place during those 4 hours?

What of those are most important?

How do you decide on which activities to do?

Why is it valuable to be able to identify which activities must get done, and decide what you are going to do?

How can being able to manage our time help us in our daily lives?
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       Application (Why is it important and where will I use it?)

	Each of us has many things going on in our lives.  Sometimes unexpected events pop up, and they can throw a wrench in our plans.  When we know that we have 4 hours each day to accomplish the tasks outside of school, eating, and sleeping, then we can remind ourselves that it’s necessary to do the most important things first.  

Let’s scribble down a few of the benefits of time management in your booklets!

1. Be more productive

    2.Have time to do more things

3.Less stress

   4.I can balance my life


Transition into the next objective.

When we know what time management is, and how it can be beneficial, then the only     thing left to do is figure out how to implement it into our lives.

Objective # 3: How to Implement Time Management
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  Support  (How to teach…)
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  Point  (What to teach?)

	We all know that sometimes our activities begin to get the best of us when we feel like we’re running out of time to get them all done.  One thing we need to remember though, is that some things can wait, while other things must be completed right now!

In your booklets, there are 4 sections.  Label the top left section URGENT, the top right section VERY IMPORTANT, the bottom left section IMPORTANT, and the bottom right section, NOT IMPORTANT.  Now take 2 minutes and 13 seconds to fill in each box with a few things you do that fit each category. 

How many things did most of you have in the URGENT section?  In the VERY IMPORTANT section?  In the IMPORTANT section?  In the NOT IMPORTANT section?

Do you think that is an accurate representation of how we should be doing things?  WHY???

When an urgent activity collides with a not important activity, what should we do?

How do we remember to do the urgent things first?
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       Application (Why is it important and where will I use it?)

	You had some excellent ideas of remembering how to prioritize our time.  Let’s write down a few more ideas!

1. Develop a prioritized to-do list

2. Use a planner/calendar!

3. Use the Urgent, Very Important, Important, Not Important coding method.

Cool!  This will help us as we begin to use time management as daily part of our lives!


Transition into the next objective.

Once again, it is TIME to get excited to teach your teammates everything you have learned in this Select-A-Session!  So let’s take a look at how we are going to go about this!

Objective # 4: Teaching My Teammates!
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  Support  (How to teach…)
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  Point  (What to teach?)

	Let’s use one of the methods of time management and go ahead and prioritize the things you think your team needs to know about this effective tool!  Take 3 minutes and 17 seconds to jot down, in order of Urgent to Not Important, the ideas you will teach your team.  You may get into a group with fellow officers from your chapter for this activity.

Within your group of officers, decide who will be the reporter, and who will be the eye witness.  

Eye witnesses, raise your hands!  Now listen very closely.  You will be talking with the news reporter as if you have seen all of this discussion about time management with your very own eyes.  Reporters, you will develop questions to ask the eye witnesses about time management.  Together, you will act out this news room setting to your teammates to teach them about time management.
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       Application (Why is it important and where will I use it?)

	You may use the next ____ minutes to practice what you will tell your teammates through your reporting of time management news.


Review & Close


You now have all the tools you need to define time management, know the benefits it has to offer, and how to implement it into your daily routine!
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