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                                 TIME MANAGEMENT, workshop 

 
Age, grade: 13, grade 7 

Teacher: Gordana Maršić 

Time: 45 minutes 

Language : expressing opinion, agreeing, disagreeing, modal verbs – must, can, should, might 

Outcomes: pupils can determine what time wasters are, they, learn to determine what  

                    activities must be done, they are aware that they need time to rest, they can 

                    organise time better 

Success indicators: pupils analyze their use of time and efficiency, they create a simple plan  

                    to improve thier time mangement 

Life skills: critical thinking, flexibility, problem solving, time management 

Grouping: whole class, individual work, group work 

Material needed:   worksheet, notebook, pencil, poster paper, felt pen 

 

Procedure:  

Introduction (10') 

We talk about what pupils were doing yesterday, pupils get a worksheet and fill it. 

 

Discussion (15') 

Did you have enough time for everything? 

Do you have too many activities and tasks to do? 

Are you often tired? 

Do you think that you know how to organise your time well? 

What are your main distractions and time wasters? 

How much time do you spend on them? 

How much time would be enough? 

Can you minimize them? 

What do you spend most of your time on? 

What should your priorities be? 



There is a saying „Everyone has   24 hours in a day.“ (Everybody has the same 24 hours and 

that makes us equal, but the question is what do you do with your 24 hours.) 

Is it important and useful to create a schedule for each day/for the whole week? 

Do you do that? 

Do you stick to the plan? 

Does creating a schedule help you? 

There is also a saying: Don't put off until tomorrow what you can do today? 

What do you think about it? 

Could it be your motto? 

 

 

Making a plan of activities for the weekend (20') 

Do task b) from the worksheet 

Make a plan for the weekend in your notebooks: 

SATURDAY SUNDAY 

  

Was is hard to make a plan? 

Is it different from your usual weekends? 

Were you able to make a good and realistic plan? 

Will you stick to it? 

 

 

Exit slip: 3-2-1 

pupils write 3 things they learned in today's lesson. 

             pupilswrite 2  things they liked  

             pupils write 1 question they still have about the lesson 

 



WORKSHEET 

 

HOW DO I USE MY TIME? 

 

a) Think about the last 24 hours and write how much time you spent on the  

     following activities (add other categories if needed):  
 

I spent 

________________hours on sleeping. 

_________________hours eating. 

_______________hours talking to my friends. 

______________hours with my family 

________________hours on TV , video games, social networks 

___________________hours at school 

__________________hours doing my homework 

__________________hours practising sports, music schoool 

______________________hours___________________ 

 

How many hours is that all together? 

Do you need more hours in a day? 

 

 

b) Which tips will you use in your future planning: 

     Set realistic goals. 

     Set a time limit for tasks. 

     Plan ahead. 

     Have a To-do-list. 

     Eliminate distractions. 

     Turn off notifications on your phone. 

     Focus on one task at a time. 

     Start with your most important tasks. 

     Take a break between tasks. 

     Get a good night's sleep. 

     Learn to say NO. 

 



Homework: groups of pupils make posters with tips for time management 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


