
 
 

LESSON PLAN 
 

TITLE: TIME MANAGEMENT 

SUGGESTED TIME:  1 Hour 

RATIONALE: Sometimes it just doesn't seem as if there are enough hours in the day to 
accomplish what needs to be done. This workshop will help you identify what is important to you 
and present strategies to help you get to those important items. 

 
PERFORMANCE OBJECTIVES: 

 
By the end of this session, participants will be able to: 

 
 Write two statements describing what they want to accomplish personally or 

professionally. 
 Develop an action plan to help achieve these goals 

 
EQUIPMENT AND SUPPLIES NEEDED: 

Participant handout package 
LCD Projector and slide show 
Chart stand and pad 
Magic Markers 
Tape or pins to hang up chart paper 

 
SYMBOL CODE KEY FOR LESSON PLAN TEXT: 
O      Trainer notes 

Participant responses 
Trainer's spoken words to participants 

@       Suggested amount of time for activity 
 

Topical Outline Time 
 

Personal Time Paradigms 10 minutes 
Lifetime Goals 10 minutes 
Reading 10 minutes 
Case Study 25 minutes 
Action Planning 5  minutes 

 
Contributed by  SC Dept. of Probation, Parole, & Pardon Services for use in NIC’s Foundation 
Skills for Trainers 

 
Authors: Frances C. (Betty)  Gurnell and Renee Bergeron 
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ACTIVITY - PERSONAL TIME PARADIGMS 
 
@ 10 Minutes 

 
Everyone has unique ideas or paradigms about the concept of time. 
Look, at the objectives in your workbook. Today you will identify 
your priorities (what is important to you), read about and choose 
some strategies to enable you to find time for the priorities and 
develop an action plan to incorporate those strategies into your life. 

 

Before we begin to examine how to manage time, let’s take a few 
minutes to reflect on your perceptions or paradigms about time. In 
your workbook, you will see a list of "time paradigms" that many 
people have. Check those that apply to you or ones that you think 
or say often.  Add any of your own that are not on the list. 

 

 
 

Now that you have identified some of your "favorites', pick the one 
that stands out for you. Keeping it in mind, answer the following 
questions: 

 

 
 

O After about 5 minutes, have a few participants share some of their 
responses. 

Now that you have identified some of your "favorites”, pick the one that stands out 
for you. Keeping it in mind, answer the following questions: 

 
What gives this phrase meaning for you? 
Why did it stand out? 

Time Paradigms

  
  
  
  
  
  
  
  
  
  

I don't have time 
I need more time 
There are not enough hours in a day 
Time is running out 
I need to save time 
Time flies. 
Make every moment count 
Why put off till tomorrow what you can do today?
You have more time than I do 
So many crises, I can't manage my time 

ANTICIPATORY SET 
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When you think about it, many of these paradigms are actually 
myths. For example: I don't have enough time, I need more time, 
Not enough hours in a day You have more time than I do - We all 
have the same amount of time, we just use it differently. Time 
cannot be saved and used later. You can make better use of your 
time through first identifying what is really important to you and 
then  having a plan to spend more time on the important things. 

 
TRANSITION 

Since we really all have the same amount of time, let's examine 
some ways to make the most of it. Would anyone like to have more 
time to spend on things that are important to you? 

 
Most likely response will be "yes". 

 
Today we are going to talk about some possible approaches to 
managing your time that you may find helpful. But before you 
can even begin to manage your time you need to figure out just 
what is important to you. 

 
ACTIVITY - LIFETIME GOALS 
@ 10 Minutes 

I want you to think about some goals. Your goals in life, what is 
really important to you. You are going to do that through an 
interview. I am going to pair you up with another participant and 
have you ask each other some questions. There is a hitch however. 
During your interview, you must pretend that it is your 100th 
birthday. Take a look in your workbook. Use the questions to 
interview your centenarian. 

 

 
Let’s take a few minutes to hear some of your sage advice. 

Happy Birthday!! 
Imagine that today is your 100th birthday. Describe four things that you have 
accomplished in your life time. 

 
1. 
2. 
3. 
4. 

 
What advice would you give to others? 
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Now, based on your responses to the interview ask yourself: Do my 
current choices of how I spend my time actually reflect what is of 
greatest value to me? 

and 
 

How can I clarify what is of greatest value to me and have my use 
of time reflect my priorities?) answer the questions on page . 
There is also additional information on page about writing 
goals. 

 

 

How I Choose To Spend My Time 
 
How do my current choices of the way I choose to spend my time actually reflect what 
is of greatest value to me? 

 
How can I clarify what is of greatest value to me and have my use of time reflect my 
priorities? 

 
In my lifetime I want to accomplish the following things: 
Personally: 
1. 
2. 

 
Professionally: 
1. 
2. 

 
The advice I want to remember for myself is: 
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Did any of your answers surprise you? 
 

What do you think your answers to these questions might indicate? 
 

The answers probably indicate what we want to do with our time that 
we are currently not doing. 

 
Clarifying what is important to you is crucial to finding a time 
management system that will work for you. 

 
TRANSITION 

This way of thinking about time management is a little different 
from the traditional time management ideas. With traditional time 
management you try to set priorities on a list of tasks in an already 
overflowing schedule. The usual or typical way of managing time 
is to fill in all the spaces on your schedule and check off all the 
tasks on your to do list. 

 
This approach focuses on increasing productivity. What do you 
think might happen when productivity is the primary focus? 

 
Creativity, flexibility, innovation are compromised. 

 
You need to approach time management in  a way that will make 

SMART GOALS
 
Smart goals include both the thing that you want and the behavior or action you will
display in order to get it. In a sense, a smart goal is like a destination. To help write
goals that you can really use to get you where you want to go, think SMART!

Specific: Clearly stated and direct.

Measurable: Provides a way to tell when you have completed the goal.

Attainable: It can be reached (even though it might take some stretching).

Relevant: A goal that is important (to you, your work group and/or the
organization). 

Trackable: Able to follow a process to completion.

The idea of SMART goals comes from Putting the One Minute Manager to Work by
Kenneth Blanchard and Robert Lorber. 
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sense for you. To do that it is critical to have a clear understanding 
of what is important to you. 

 
TRANSITION 

So, now that you have identified what is important to you, let's read 
about some strategies to help make the most of your time, spending 
more of it on important things. Some of these strategies may 
benefit you, others may not apply. For example, if you don't 
routinely procrastinate then you probably won't use the 
information on avoiding procrastination. So, based on the your 
time management paradigms (identified earlier), read up on the 
strategies that you feel may help. 

 

 
 

ACTIVITY - READING ASSIGNMENT 
 
@ 10 Minutes 

 
O The input is a reading assignment about several strategies the 

participants will be able to use to help with time management (based 
on their unique problems with time management). 

 

 

TIME TESTED STRATEGIES 
 
Do not disturb 
Do it now 
Just say no 
Read with a purpose 
Telephone: Friend or foe 
Prime time 
Write it down 
Off the beaten path 
Use waiting time 

INPUT 
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Do not disturb 
 
Limit interruptions. Do you have a problems with frequent interruptions? Interruptions 
can keep you from focusing on the important stuff. Here are some ideas to help run 
interference on interruptions. 

 
If your office has a door, close it! You may think that closing your door is rude, a signal 
that you are being aloof or up to something secret. It's not. It shows that you take your 
time and your job seriously. If you close your office door for just one hour a day, you will 
complete your important work in half the time. Why ask for interruptions or waste the 
time it takes to tactfully ward off uninvited visitors? There is no better way to convey the 
message that, for the moment at least, you don't want to be disturbed. 

 
If you don't have a door ..... disappear. Reserve the meeting room and don't tell anybody 
where you are. That's a great way to escape from the telephone and avoid interruptions. 
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Do it now 
If you are already working a fifty hour week you probably don't consider yourself a 
procrastinator. But let me ask you a few questions: 

 
Do you have a tendency to leave your unpleasant projects until the last 
minute? 

 
Do you hope that if you put off tackling some problem, it will go away, or 
somebody else will solve it? 

 
Have you ever thought to your self that you could do a better job if you had 
more time? 

 
Do you set unrealistic deadlines which almost guarantee you won't get the job 
done on time? 

 
If you answer "yes" to any one of these questions chances are your are a procrastinator!  
Here are some techniques you can use to beat the procrastination habit: 

 
O Bore yourself: Whenever you are tempted to put off some unpleasant task or 

are reluctant to tackle an important job. STOP! DO NOTHING!! Empty 
your head of thought. Stare into space. Don't even doodle or twiddle your 
thumbs. After just a few minutes you will be so bored that you will be eager 
to start any task. 

 
O Reward yourself: Promise yourself a bonus when you get a task done. 

Something like fresh, hot coffee or scanning the newspaper after 
accomplishing little jobs. When you complete a big job, buy something new, 
go out for a fancy lunch. You might even find doing the work is itself a 
reward. Author James A. Michener says, "Don't put off for tomorrow what 
you can do today, because if you enjoy it today you can do it again 
tomorrow." 

 
O Take it one step at a time: If you are faced with a big project, break it into 

smaller components and tackle one by one. Take time to outline a project and 
all its components. It will help you organize your thoughts and the sequence 
in which you plan to complete the work. You never wallpaper a whole room. 
It is papered one strip at a time, one wall at a time, until the entire room is 
papered. 
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Just say no 
Imagine yourself scanning a buffet. All the food looks so good. There is a lot to choose 
from and you want to eat it all. You pile your plate high, go to your table and eat every 
bite. By the time you are done you feel sick, your eyes were bigger than your stomach. 

 
Do you do the same thing at the office? Do you say yes to every request to do additional 
work or take on another project, without considering work you are already have pile high? 
Do you do this because you think it'll help your career? Impress your boss? You are 
mistaken. If you can't learn to say no your plate will be piled so high and you will be 
trying to eat so fast you will end up with indigestion. 

 
Be realistic about how much work you can take on. Be honest about the length of time 
it will actually take to complete a project. If it is really not your job, there are tactful ways 
of saying so. If you are honest with your self about time limitations you can be honest 
with others and they will respect your for it. 

 
Keep your focus on the most important aspects of your job, the main course. When you 
are sure you can finish what is on your plate then you can think about dessert. 
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Read with a purpose 
It's the information explosion!!!! You need to read hundreds of papers, books, and 
documents each year to keep up with changes. To save time, become an ACTIVE reader. 
Read with a purpose. Set aside a regular (uninterrupted) reading time as part of your 
daily or weekly routine. If you scatter your reading throughout the day you are probably 
using it as a procrastination technique for postponing work on more important projects. 
On the other hand If you let it accumulate for too long, eventually you will just throw it 
away. At work, try to focus on reading only what is of value to you and your job. 

 
Newspapers and Magazines 
How do you read a newspaper? Front to back? Page by page? Sections by section? 
How about magazines? Cover to cover? 

 
Try this technique: 

 
Flip through the entire paper or magazine page by page. Glance at each story, 
look at the title and read the first couple of sentences. 

 
Ask your self, "Is this something I want to read?" If so, pull out your pen 
(something besides blue or black ink so the story will jump out at you) and draw 
a big circle around the title. 

 
Within a minute or two, you should be able to go through an entire newspaper 
or magazine, scanning each and every page and circling the things you want to 
look at or read later. 

 
You can now determine where each article falls in relative importance. Read the 
most important articles first and the others later, during your reading time. 

 
Tear out the pages or cut out the articles that you can't get to now and throw the 
rest away. Put the clipped articles in a "Things to Read" folder and read them 
during your reading time. 

 
Reports 
When you receive a report or some other important inter-office communication don't just 
put it aside with the intention of looking at it later. But don't drop what you are doing to 
read it at that very minute. Try this: 

Scan it quickly to get an overview of what the information means and how 
important it is to you. 
Decide if it needs to be addressed now or can it wait. 
If it isn't all that important, place it in your "Things to Read" folder for later. 

 
Remember to read with a purpose. Search for information and answers as you read. Skip 
words and grasp ideas. Read to obtain the information that you need. It isn't necessary 
to take a speed reading course to speed up your reading. Through effort and practice you 
can become faster and retain more. 
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Write it down 
You may have a very good memory, but why work overtime trying to remember what you 
don't have to? Think with a pencil in your hand. Write down your thoughts and you will 
eliminate the need to remember them (just remember where you put the paper). 

 
Off the beaten path 
Do things at times when nobody else is doing them. If you have lunch at noon like 
everybody else, you will probably stand in line for fifteen or twenty minutes. Why not 
eat early or late, when the restaurants are not as full? The time you would have used
standing in line can be spent working at the office or doing other errands and you can still 
have an enjoyable meal. The same principal can be applied to banking, commuting and 
shopping. 

 
Use waiting time 
If, even after using your "off the beaten path" strategy, you still end up waiting, use the 
time creatively.  Plan ahead if you know you may have to wait. Bring: 

a book to read, 
bills to pay, 
letters to write, 
audio tapes and a tape player to listen to, 
your "things to read" file, 
or other activities you can think of that are important to you. 

The Telephone - Friend and Foe 
What modern invention can be a time saver as well as time waster? You guessed it, the 
telephone. Here are some ways to remain friends with the telephone. 

 
Return your phone calls all at the same time, whenever possible. Interruptions by the
telephone tend to be nonproductive and distracting a good portion of the time. 

 
Shop by phone. Obtain major department store catalogues, compare prices and phone in 
your order. Besides saving time you will probably save money. 

 
Turn off your phone or let your answering machine screen your calls. 

 
Prime Time 
Tackle you most difficult and important work at the time of day when you are at your 
prime. This is when you feel your most alert and at your best. You probably already 
know when you are at your best; early morning, late morning, afternoon. Whenever it is, 
use it to your advantage. 
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DEBRIEFING 
 

Which of these strategies will be most helpful to you? 
 

Responses will vary. 
 

How will the strategies address the time management problems you 
identified earlier? 

 
Responses will vary. 

 
What are some other strategies that you have successfully used to 
help you manage your time? 

 
Keeping a to-do list, delegation. 

 
TRANSITION 

You have read about some strategies to help you better manage 
your time. Let's see if you can help out Joe. He needs some help 
with time management. Take a look in your workbooks at the case 
study. 

 

 
 

ACTIVITY - CASE STUDY 
 
@ 25 Minutes 

 
O  Have participants turn to the case study and read the directions. They 

will have 15 minutes to read the case study and discuss and answer 
the questions in their small groups. You will then have about 10 
minutes to debrief the case study activity. 

GUIDED PRACTICE 
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Instructions: The following paragraphs describe a typical day for Joe, a Departmental 
employee who supervises a staff of seven. After reading the case study, discuss and 
answer the questions that follow (in your small group). You have 15 minutes to complete 
this activity. 

 
Today, just like every work day morning, Joe gets up around 7:45 a.m. This gives him 
just enough time to down a cup of coffee, take a shower and get to work. He knows that 
if he gets nothing else accomplished today, it has to be the monthly report. After all, it 
was due yesterday. Other than this, he has no idea how his work day is going to go. 
Usually, it's just one crisis after another. He has been overheard saying, "If I plan my day, 
it all goes in the dumper because of all the interruptions." 

 
Joe checks his e-mail and reads a message from the Human Resources Section about 
some changes to the Department's policy regarding the Fair Labor Standards Act. He 
decides to have a staff meeting to relay the changes. Instead of the thirty minutes he 
thought it would take, the staff meeting drags on for two and a half hours. There are 
complaints from just about everyone, most unrelated to FLSA. After all, staff meetings 
seem to be really the only time he sees some of them. 

 
When Joe leaves the meeting, he grabs another cup of coffee and gets his phone 
messages, fourteen of them. He begins to return the calls, but everyone he calls is at 
lunch. In the middle of returning his calls, Joe is called out of his office to deal with a 
staff dispute. It seems that two people need to use the state car, and there is only one 
available. Joe thinks, "I sure do seem to be spending a lot of time lately settling staff 
squabbles." 

 
Suddenly he realizes that it's 5 o'clock and he hasn't even begun his monthly report, the 
one thing he had planned to do today. He downs a couple of aspirin to soothe his 
pounding headache, fixes another cup of coffee, grabs a pen and some paper, and begins 
to scratch out the report. Usually he can dictate it to his staff assistant, but, of course, 
she's already left for the day. "'Doggone it", Joe says to himself, "I keep meaning to learn 
how to use the computer. All the other supervisors say they send their monthly reports 
over e-mail. I just don't have time to learn!" 

 
After a drive home in heavy traffic, Joe plops down on the couch with a can of beer and 
a handful of peanuts. He decides to watch the news while he waits for dinner. After 
dinner he had planned to go to a play (to benefit the local community center) with his 
family, but he is just too tired. He decides to relax while watching his favorite sitcoms 
on the television. Later that evening, he reads a magazine and finds an interesting article 
on time management. When his family returns, they find him sound asleep in front of the 
"tube." He gets up to go to bed and says, "Maybe tomorrow will go just a little better." 
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The next day, Joe says to himself, "I have to get a handle on things. Life is getting too 
frantic. I've gained weight, I don't have time to play tennis like I used to, I hardly see my 
wife and kids. I can't meet deadlines at work. I just feel worn out all the time." 

 
Joe remembers the time management article he read the night before. The article said 
to think of some things you want to accomplish personally and professionally within the 
next year or so and then write those down. Having these written down was supposed to 
help you prioritize your day. Joe decides to give it a try. Here is what he came up with. 

 
Personal goals: 

 
develop personal relationship with two children and spouse 
contribute to at least one community activity 
get back into and stay in "shape" 

 
Professional goals: 

 
spend at least five minutes per day with each staff member 
become proficient in computer usage 
improve long-range planning skills 
develop a professional network both within and outside the Department 
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DISCUSSION QUESTIONS: 
 

1. Review Joe's day, then his goals. 
 

Which tasks hindered his progress towards achieving his goals? 
 

Possible responses: 
Got up late, quick cup of coffee, shower before rushing to work. The monthly 
report, the squabble over the state car, report still not done, doesn't know 
how to use the computer. 

 
The staff meeting that drags on, the calls returned during the lunch hour. 

 
Drinking beer and eating peanuts and watching the news while waiting for 
dinner. Watching television instead of attending the play. 

 
Which of his tasks contributed to his goals? 

 
 

His plan to go to dinner, his planning to get a handle on things. The 
magazine article on time management. 

 
2. Now that you know Joe's goals and a little about his typical day, plan a week 

for him that will help him take steps toward reaching his goals. Incorporate 
some of the strategies you read about. 

 
Responses will vary. Make sure the plans help Joe work towards his goals by 
planning time for exercise, family time, community time, time to learn how to use the 
computer etc. 

 
3. What barriers do you think Joe might encounter in following this plan? 

 
Possible Responses: Unavoidable crisis. Fatigue. 

 
4. How can he plan to overcome these barriers? 

 
Possible Responses: Plan everyday, review progress, adjust, remain flexible. Enlist 
support by sharing plan with family, a friend, a trusted co-worker. 

 
5. What can happen if you plan every minute of the day? 

 
Possible Responses: Get frustrated when you can't stick to it exactly. Tend to overdo 
or over plan, take on too much.  Need to be a little flexible. 
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ACTIVITY - ACTION PLANNING 
 
@ 5 Minutes 

 
You have had a chance to work with each other to plan Joe's life, now 
you're going to personalize these "new skills" and work on your own 
plan. You saw that Joe's first step was to work on writing his goal 
statements. Take a few minutes to silently think about your lifetime 
goals. Keeping those in mind, take ten minutes to write two short- 
term (6 months) goal statements. You can write 2 personal, 2 
professional or one of each, your choice. 

 

 
 
 

DEBRIEFING/SUMMARY 
 

Let's hear what some of your ideas were regarding the questions on 
the Action Plan. 

 
Responses will vary. 

 
What barriers do you think you might encounter in following this 
plan? 

 
Answers will vary. 

 
How can you plan to overcome these barriers? 

 
Answers will vary. 

ACTION PLANNING 
 

Instructions: Keeping in mind your lifetime goals, describe two time management 
strategies you will use during the next six months to help achieve 
these goals. 

 
1. 
2. 

 
What barriers do you think you might encounter in following this plan? 
How can you plan to overcome these barriers? 

GUIDED PRACTICE 
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What happens if you plan every minute? 
 

Become inflexible; get upset if things don't go the way you planned; 
crises do happen - this leaves no room for them 

 
Although it IS important to plan tasks or activities each week that 
will help you reach your goal, you do NOT want to plan every hour 
or minute of every day. A good plan is flexible. Some tasks will 
inevitably take longer than you planned; some crises will occur. 
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