Exercises


SELF ASSESSMENT:

Self Assessment, p. 96
Students should have done this as a homework assignment, although they are not receiving any points/credit for it.  Just discuss how they scored on this.  Focus on how they need good priority management skills.  I like to simply say, “Raise your hand if your assessment let you know you are the world’s greatest time manager. (very few raise their hands)  Raise your hand if you found out you have got some work to do.”

VALUE OF TIME:

College as a Full Time Job/Spending Time

“Who here is willing to give me $120 to do absolutely nothing?  All I want is $120.  Probably none of you would.  BUT, many of you pay $120 to PBA for you to receive absolutely nothing in return.  So why would you give out $120 and not get anything with your purchase?  Let me show you how you do this:  Who of you are working while going to school?”  Ask how much they get paid.  Most will get paid between $6 and $8 per hour.  You may want to ask all the students or one student to help you calculate the actual cost, or to save time, you may want to simply calculate the cost ahead of time and simply provide the students with the information. If you choose to have them help you to figure out the cost, see the explanation in the resources section.  “Now, consider yourself as the Chief CEO of your college education.  Think of your education as your full time 40 hour a week job.  How much would you earn an hour?  Let’s take your tuition and fees to attend PBA for one year . . .   (housing, housing deposit, meal plan #3 + tax, computer lab fee, science lab fee, tuition, student activity fees)  $18,652 is your annual salary.  

$18,652 ( 32 academic weeks in a year = $583 a week

$583 a week  ( 40 hours a week = $14.58 (round us to $15 an hour)

“You earn $15 an hour as a college student, as opposed to the $7 you get at Barnes and Noble.  

“If you were to consider your college education as your full time job, that is how much you would earn; can you believe that it is twice what you would make elsewhere? That is the amount of money you forfeit each time you skip a class.  $14.58 is worth:  4 tall lattes at Starbuck’s, two and ½ movies at Movie Co, the Papa’s Meal from Papa Johns (1 large 2 topping pizza, breadsticks and a 2 liter of soda) and 59 cents to tip the delivery guy. 

“$15 is the amount of money you forfeit each time you go to the beach instead of studying for your Chem. Exam for an hour.  Now lets say that you only skip one class every other week, that’s not too bad right?  I mean if you have 4 classes that meet 3 times per week and Art or Music Appreciation which meets twice a week, that means you have 210 hours of class over the semester.  So, missing 8 hours of classes isn’t so bac b/c you still attended 202 hours of class right? No, as long as you don’t mind that you just wasted $120 ($15 x 8 classes).  By having the mentality that your college education IS your full time occupation right NOW you are more likely to INVEST your $15 than to waste it.”

Time Awareness

p. 114 of textbook

Now lets look at how you actually spend your time.  Have students turn to the completed Time Awareness sheet (p. 113, 114 of textbook).  Explain that this exercise is their homework due during the next class period.  Students should log how they actually spent their time over the next week.  They will also then fill out p. 114 by summarizing how they spent their time.  Suggest major categories for time spent such as academics, work, social, spiritual.  Remind them that this will not only receive credit towards their class grade, but will also help them to identify areas of improvement when it comes to managing their time better.  If you prefer there is a daily time record log which you may choose to use instead of the textbook materials for students to track where they spend their time.

PRIORITIES:

Franklin Covey Quadrants

Franklin Covey has developed a model of how people generally spend their time.  They have created four quadrants which people can fall into, depending on their time and priority management style.  Students will begin to see how their priorities and time affects their life.  Either use the material in the calendar/Navigator (pp. 6-9) to explain the 4 quadrants or go through the following web site:  www.covey.com.  Then access the following links:  effectiveness zone, assessment sector, Urgency Analysis Profile.  Following this web site takes about 10 minutes.  You can spend another 10 minutes going through the various quadrants.

If you utilize the calendar/Navigator to explain the quadrants, use the whiteboard and dry erase markers to draw and label the four quadrants:  Important/Urgent, Important/Not Urgent, Not Important/Urgent, Not Important/Not Urgent.  Have students turn to p. 6 of the calendar/Navigator.  Explain what each means and have the students figure out which quadrant the below list of items would fall under. 

· PBA Bill due tomorrow by 5 pm or you will be susupended (I)

· Buying a plane ticket to go home (I= if the ticket is for an emergency; II= if it is for a flight a month or more away)

· Instant Messenger (III or IV)

· Play Station (IV)

· Roommate has the same dating or family crisis every week and cries to you (III)

· 10 hours of Workship left to do and it is May 1 (I)

· Exam in 3 weeks and you are going to review today (II)

 The information below is not written in the Handbook; however, you will want to write it on the board after going over the quadrants or verbally explain it.  Any personal examples you can provide or solicit from the students will help to clarify and make the information come to life.  Talk about how we must master our feelings not allow our feelings to determine our priorities.  We may feel like writing someone back over IM, but if our paper is due in 15 minutes, then I better focus on my paper.  

Quadrant

Results In

I = Crisis and deadline driven   
Burnout, stress, very problem minded

This person can not live with out being in constant turmoil.  This person needs a fire under their butt to do anything.  Procrastinator is a good way to describe this person.  This kind of lifestyle often leads to a lot of physical problems:  anxiety attacks, mental disorder, heart attacks, rashes, premature death.

II = Vision and opportunity minded
Prevents crisis, peace, prepared

The word that describes this person is a planner.  S/he finds a system that works and is able to take the things that are important in life (relationships, exams, purchases) and find a way to accomplish them without the stress of doing it at the last minute.  This focus allows people to feel valued.

III = Short term focused
Feels victimized and out of control

This person is described as a victim to others, feelings and circumstances, and always blames it on who?  Anyone else but himself or herself.  I may feel like attending to my roommate and his/her needs/crisis, but whom do you blame the next day when you fail your exam b/c you consoled your roommate instead of studying?  What is the one word a quadrant III person cannot say?  NO!  

IV = Irresponsible
Fired from job

Is it wrong to use Play Station, IM or go to the beach?  No, it is not wrong.  But the person who spends most of his/her time on these kind of activities has no goals, no real sense of what a priority is and will ultimately succeed in life at absolutely nothing.

86,400

This is a quick story/illustration about the value of time:

“Imagine there is a band that credits your account each morning with $86,400.  It carries over on balance from day to day.  Every evening it deletes whatever part of the balance you failed to use during the day.  What would you do?  Hopefully draw out every cent.  Each of us has a bank.  Its name is TIME.  Every morning it credits you with 86,400 seconds.  Every night it writes off, as lost, whatever part of this you have failed to invest to good interest.  It carries over no balance.  It allows no overdraft. Each day it opens a new account for you.  Each night it burns the remains of the day.  If you fail to use the day’s deposits, the loss is yours.  There is no going back.  There is no drawing against the “tomorrow.”  You must live in the present on today’s deposits.  Invest in it as to get from it the utmost in health, happiness, and success!  

To realize the value of one year, ask a student who failed a grade.

To realize the value of one month, ask a mother who gave birth to a premature baby.

To realize the value of one week, ask the editor of a weekly newspaper.

To realize the value of one hour, ask the dating couple who are waiting to meet.

To realize the value of one minute, ask the person who missed the train.

To realize the value of one second, ask the person who just avoided an accident.

To realize the value of one millisecond, ask the person who just won a silver medal in the Olympics.

ASSIGNMENTS:

Covey

Tell them to go to the web site, tab to “Effectiveness Zone.”  Click on “Assessment Sector.”  Click on “Urgency Analysis.”  The site takes 10 minutes to complete.  Print out the first page of the results which shows up immediately after you have completed all 16 questions.  Click on “Interpreting Your Analysis” and handwrite out the information listed in that next link.  It does not have to be verbatim, just the jist of what you learn about yourself.  By writing out what you will retain more of the information than simply printing out that page.

Time Awareness:

Explain that they will track how they spend every 15 minutes of the day for the next 7 days.  When creating a financial budge what is the first thing a financial manager tells you to do?  Track how you are actually spending your time for one month.  Why?  Because many of us say we are going to save up to pay for our spring break trip to the Keys, but when we actually track our spending and saving we find that most of the earned income has gone to Taco Bell, Starbucks and Papa Johns, and not to the spring break fund.  In the same way we want to see how you actually spend your time.  Many of you state you value your education, but we will find out after you log your time for this next week if you really have this as a priority, or if there are other things that actually capture the bulk of your time.  Now why are you doing this in 15 minute sections?  Let’s say you are doing your college algebra homework and you plan to do it for one straight hour.  What else might actually happen during that hour?  You get something to drink, the phone rings, your roommate starts up a conversation.  So you really never spend that entire hour doing just that one thing.  Make sure you also have a weekend as 2 of the days you track your time for.
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