Rules about Time Management

Be Proactive.  


Don’t procrastinate.  Don’t wait until the day before a project is due to begin work on it.  

Begin with the end in mind.


If you fail to plan, you plan to fail.  Think of the acceptable or best outcome for your work/project/job/goal/career plan and follow through with it.

Put first things first.


Prioritize your work.  If you have homework, a project due in 2 days, chores and sports practice, do what you have to do.  Logically, you should go to practice, come home and do chores/eat dinner, do homework and then start on your project.

Look Ahead.


Plan for more than just a day ahead!   Plan at least a week ahead of time so you are not surprised by projects you forgot about.  Use your agenda for something more than a way to get to the bathroom or the guidance office. 


Stay Organized. 

Everything should have a place and you should put things in their place! You have a class notebook with dividers, so put papers in the section they belong! Organization really saves on time because when you're organized you are not wasting precious time searching for files or documents.

Calendar


Keep a calendar (using your student agenda is fine) that is organized! For each day, 1 side of the space should be for scheduled time—where you have to be;  the 2nd half should be things you need to do—what you have to do!  If you don’t have to do it that day, write it on the day you should do it, but remember be proactive and don’t procrastinate! 


Be an Efficient Employee—and STUDENT

Your ultimate job as an employee is to make money for the boss! In this classroom, your money is your GRADE! Here is a list of items to help you be an efficient student…

1. Read all directions before beginning a project or assignment as well as how the project will be assessed. 

2. Ask questions before begin to keep yourself from completing unnecessary work! 

3. Make an outline for a plan of what has to be done. Then enhance the plan with items you would like to do. 

4. Gather all needed materials or resources. 

5. Work smart….don’t get distracted by internet, friends, texting, or music. 

6. Take pride in what you complete so it is the BEST job you can do in the time allowed for the project! If you are done early, enhance the project with additional items. Keep learning new things. There's always something new to explore and learn about to make your projects better and better! Learning new things will help enrich your knowledge and capabilities even more. 
