Learn Eight Steps
for Managing Time

TRANSITION OBJECTIVE
Students will learn eight steps for managing tfime and will then write a mission
statement.

RELEVANCE TO SUCCESSFUL TRANSITION

Time management is actually a term that can be expanded to life management. To
effectively manage fime, we must first manage our lives by planning, preparing and
building relationships. One way to successfully manage time is to use the eight-step
process described in this lesson.

INSTRUCTIONAL SEQUENCE

O STEP 1: Update Journal find a picture and markers for those who

| manage my time well by . .. prefer fo draw.

“"When | think of managing my time, | feel

O STEP 2: Convene Roundtable w v ommv—

O STEP 3: Advance Organizer

“Today you will learn eight steps to effective
time management and write a mission
statement.”

O STEP 4: 20 Minutes

Show students the book, Seven Habits of
Highly Effective People. Tell students that the
author, Stephen Covey, states we cannot
manage our fime well until we've learned to
manage our lives. Have students take turns
reading the handout 8 Steps for Managing
Time. After each paragraph, clarify and
answer questions. Stimulate ideas and input
from all stfudents.

O STEP 5: 25 Minutes

Have students read and complete the
assignment on the handout My Mission
Statement. In this assignment, they write their
own mission statement and draw or find a
picture that depicts their mission. Give an
example of your own or a sample mission
statement that they might use as a model.
Provide magazines for students who wish to
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E— O STEP 6: Evaluate Outcomes
My Mission Statement Having a mission statement will help me
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O STEP 7: Connecting Activity

Using the example of a mission statement on
My Mission Statement my first goal would be
to: tell all the important people in my life that
| care for and appreciate them.

Reflect on your mission statement and think
of one goal you want to set and accomplish.

80

KEY WORDS
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MATERIALS AND PREPARATION
B Student Handouts: 8 Steps for Managing Time, page 79; My Mission Statement, page 80.

B Provide a copy of Stephen Covey's book, The Seven Habits of Highly Effective People,
for students to see and read (found in public libraries and book stores; also on tape).

B Prepare a sample of the worksheet My Mission Statement. Haove magazines and markers
available.

SCANS FOUNDATION SKILLS
B Basic Academic Skills: Reading, Writing, Listening, Speaking
B Thinking Skills: Decision Making, Problem Solving

B Personal Qualities: Responsibility, Sociability, Self-Management, Integrity/Honesty
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