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Agenda

● Never miss an assignment 
again and still have time 
for fun!

● Prioritizing
● Pacing--not the walking 

kind!
● Checklists--a gift you give 

yourself!



Begin with the end in 
mind.  

● What is your long-term 
goal for this semester?

● What must you do EVERY 
day to achieve that goal?

● Remember--Nothing 
changes unless something 

changes!



Schedule Your Time

● Start with obligations
○ Class time
○ Assignments & 

Homework
○ Activities

■ Sports
■ Clubs

○ Appointments

8:00--8:45 Get ready 

9:00--11:30:  Class Time

11:30--1:00:  Lunch & Activity

1:00--1:50:  Homework

1:50-2:00:  Break

2:00--2:50:  Homework

2:50--3:00:  Break

3:00--3:30: Homework (if 

needed)

4:00--5:00:  Basketball



Schedule Your Time

Include Time for:

● Things that bring you joy
● Exercise
● Family
● Service

(there are 5+ hours of free time in 
this schedule)

8:00--8:45 Get ready 
9:00--11:30:  Class Time
11:30--1:00:  Lunch & Activity
1:00--1:50:  Homework
1:50-2:00:  Break
2:00--2:50:  Homework
2:50--3:00:  Break
3:00--3:30: Homework if any
3:30-4:00:  Get ready for BB
4:00--5:00:  Basketball
5:00-6:00: Shower & Chill
6:00--7:00: Dinner / Dishes
7:00-10:00:  Free Time!
10:00:  BED
 



To Do Lists

● Make a list of assignments 
and order them by 
importance

● Estimate how long each 
task will take

● Stick to time allotments
● Avoid over scheduling
● Make checklists



To Do Lists

● Write an assignment on a 
sticky note and stick it to 
the wall

● Take a note off the wall and 
work the assignment

● Throw the note away when 
the assignment is complete



Time Management Strategy

● Make a 20 minute playlist of 
songs that are not too 
distracting.

● Use the same playlist for every 
work session.

● You will be able to pace 
yourself automatically to the 
music.



Checklists

Before you turn it in--check for…

● Name, date, class period
● Assignment title
● Spelling
● Punctuation
● Grammer
● Assignment requirements
● Use the rubric provided by 

your teacher as a checklist



Student Created Checklists

● You can identify your own 
concerns

● Create your own checklist 
based on your needs
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