PM Exercises


LOOK OVER ASSIGNMENTS:

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 of textbook).  Solicit from students based off of the Awareness Summary Form (p. 114 of textbook) where they found themselves spending the majority of their time each week. Wherever they spent the most amount of time generally indicates the top priority in his/her life.  What were the top three?  Where did academics fall?  “The first step in any change process is acknowledging or recognizing the problem. Now that you are aware of how and where you spend (or waste) your time, you are able to choose to make changes.  In changing how you spend your time, one needs to adjust thought processes.  We need a paradigm shift.  Who can tell me what a paradigm is?  A paradigm is a model or way of looking at things.  For example, when we talk about spending time we are looking at time management, and figuring out how we can manage our time better to become more efficient.  To change our paradigm, or to look at time management from a different perspective we need to shift our thought process and see if from a perspective based upon what we VALUE.  Our paradigm shift is moving from time management to Priority Management.  What you value and place as priorities in your life should determine how you spend your time.”  Give a personal example.  (i.e. Two different friends called me up and asked me to do something with them.  One wanted to rent a movie.  I hadn’t seen her in several weeks, and wanted to spend time with her.  The other had free tickets to a concert, which I was dying to go to, but didn’t have the money to pay for the ticket.  She was giving me the ticket as a gift.  So I was stuck between what I valued more and who I valued more.)

REVIEW:

The Covey Quadrants

Draw each quadrant on the board or have everyone turn to p. 6 of the handbook/Navigator.  Go over each quadrant again.  You may want to have the student try without looking to fill in each quadrant with the correct information, and the results of living in each quadrant as a review.    Ask how they feel about what The Urgency Analysis told them.   Transition into the Time Awareness log by linking how they actually spent their time with the quadrant they generally work out of.  

Time Analysis

Now that the students can see how they actually spent their time, ask them what things did they hope to get done that week which as a result of how they spent their time, did not get completed?  “So how do we go about accomplishing the things we say we will?  We start by setting priorities.  Let’s use a visual example of how you can do this.”

PRIORITIES:

Jar and Rocks Visual Example

Use this to visually demonstrate the value of time and priority management.  Ask students if the clear empty jar is full.  Begin to fill the jar with large rocks until it looks full.  Ask again, “is the jar full?” Student may respond yes or no.  Begin to fill the jar with smaller pebbles.  Ask, “is the jar full?”  Begin fill the jar with sand as full as it will get.  Ask, “is the jar full?”  Now, take water and pour into the jar.  Now say, “Now the jar is full.  What can we learn from this?”  Let them provide feedback.  You may also use common college foods (can of coke, ramen noodles, can of tuna, popcorn, salt).  Here are the lessons one can learn from this:

· First things first.  If you fill up your jar with the unimportant and not urgent (sand, salt) you will never have time for the important, your highest priorities.

· You will accomplish more by beginning with your top priorities.

· If you use the food in the jar you can make the analogy that the less nutritious items (candy and salt) do not ever satisfy or provide any nutrition to a person.  What happens when you live off of junk food?  Your health deteriorates, your teeth rot, you tire easily, and you experience the crash and burn of sugar.  If low priorities run your life you WILL experience negative consequences.  These negative consequences may translate in to loss of  jobs, loss of a relationship, a failed exam, a low GPA, etc.

· Emphasize again the paradigm shift from time management to priority management.

Values Pyramid

Pass out the sheet and have student write down on the lines next to the pyramid what they think their priorities OUGHT to be, not what they are, but what they OUGHT to be.  Begin by listing the top priority next to “P1” and the next highest priority on the line next to “P2.”  They will write out 10 priorities with “P10” being the least high priority.  In the boxes to the right of their list of priorities have them write the activities one would see them doing to show they value these items as a priority.  Each student should fill out each of the boxes in the row corresponding to the priority to the left.  For example for college being a priority one might write in the boxes: read books, study, make flash cards, go to tutor.  

Have the students again go back and compare their priorities, as they OUGHT to be with the amount of time they stated they actually spent during the previous week on them (refer to the Time Awareness sheet, pp. 13, 114 of textbook). State to them, “If as in our jar and rock example you schedule your time according to your priorities, you will walking your talk, you will be living with integrity by actually doing what you say you value.”

Juggler

Have a student who can juggle volunteer to do a juggling act for you.  Have him juggle a rubber or bean filled ball, an apple and one tennis ball.  Explain that what the student is juggling are priorities for the day.  At some point the student will hopefully drop one of the balls.  If not instruct the student to let one drop.  Here are the application points:

· We juggle our priorities everyday.  Sometimes we don’t juggle very well, and a priority or two drops. What happens when they drop?

· Some priorities like the a bean filled ball will fall and just stay on the ground.  It doesn’t hurt anything.  You can just pick it back up.

· Some priorities are like the apple.  It will drop and you can pick it back up, but it is bruised and may take a while to heal.  Relationships can be like this.

· Some priorities are like the tennis ball.  You can drop the thing and it will bounce back in place.  

· Some priorities are like this (hold up a small glass or crystal object). What would happen if it dropped?  It would break.  Some priorities cannot be fixed and put back together.  Some priorities are so valuable they cannot be replaced.  Missing the deadline to fill out a financial aid form is like this in that it could mean the difference of thousands of dollars in aid being lost; or sleeping through an exam b/c you were out partying the night before could result in a failing grade for the entire course.  

PLANNING & SCHEDULING:

Enough Time In a Day 

“How many of you feel like there is NOT enough time in the day to accomplish everything?  Well, we can’t add hours to the day, and even if we did it still wouldn’t SEEM like it was enough.”  Explain the 6 P’s of success: Proper Prior Planning Prevents Poor Performance. “Let’s take a look at how you can use these six P’s to create better study habits and be more successful in your college career.  We will begin by first seeing how much time you have in a day to actually accomplish all the things you have in your busy college schedule.”  Write on the whiteboard the items in bold.  Begin to write in the hours spent in high school and college respectively.  

College
Activity

High School

49
Sleep

56

25
Study

  9

16
Class

35

10
Work

 0

11
Needs

11

Total   111


111

Have a student with a calculator add up the columns if time allows.  And write the total underneath the numbered columns. Things to point out to the students:

· Needs are grooming, eating, and personal care activities.

· They sleep less in college.

· They are in class less, b/c now the burden of learning is placed upon them and not the instructor.

· If they add up the amount of time spent in class and study for both high school and college they will find it is actually less time in learning mode.

· Remind them that the hours invested as a college student in study and class total 41, the equivalent number of hours a full time employee works.  

· The 25 hours spent studying will require self responsibility, b/c no one will be telling you that you must sit at your desk and read.

Transition now to showing the students there really is enough time in the day.  Have a the student with the calculator compute the items you are listing as you write down the following:  

Number of Hours in a Week:
24 hours x 7 days = 168

Number of Hours of Above List

    111

Subtract 168-111

      57

“There are 57 hours left in a week to do anything you want or need to do.  There are 57 hours left to play after taking out time for sleep, study, class, work and needs.  Notice that this includes you going to class for 16 hours and studying for 25 hours.”  Have student with calculator divide 57 hours by 7 days.  “If we divide those 57 hours a week by 7 days we have how many hours a day?  Eight.  So every day you still have eight hours to play a sport, to surf, to shop, to exercise, to attend a hall program, to email your friends.  You have eight hours every day even after spending time studying.  Now here’s the trick, you know this, now you need to plan this.”

Academic Planner

 p. 111 of textbook

“The best thing to do to plan is to start by looking long term.  As we have determined, college is a main priority, so you need to schedule your time to reflect that.  We will begin by looking at the Academic Planner on p. 111.  Let me get four volunteers to help illustrate why this is important.”  Instruct each volunteer, “you are going to be running in the Disney Marathon in one year.”  Ask them one by one to tell you how they are going to begin to prepare for this.  Ask them, “So, none of you are going to wait until the night before to practice running 27 miles?”  You can dismiss them to their seats.  Explain to the class, “Just as each of our volunteers stated, they were going to start training early.  They were going to get the right equipment, confirm dates, create a training schedule and plan, and all to reach their goal.  Is that how you view your education?  Or do you the night before a test cram an entire three weeks of material into a few hours?” 

Refer students to p. 102 of textbook for an example of what a completed academic planner should look like. “Take the Academic Planner form and write in on it every major paper, exam and quiz you will have for the semester.  Use your syllabus from each class to fill in the appropriate day and week of the semester this will fall.  By filling this out, you now have an overview of your entire semester.  Do you see weeks where you know will be high stress weeks?  Do you notice any strangely crowded weeks of exams?  How about weeks where it looks free and clear?  What you want to do now is to plan ahead so that these high stress weeks don’t turn you into distress and destroyed.  Let’s look at planning your study time.”  Instruct students to fill out the academic planner for homework for their next class.  All exams, papers, quizzes from each class must be filled in on this planner.  

Weekly Schedule

p. 112 of textbook OR PBA weekly schedule

“Knowing you have 168 hours in a week, how are you going to spend them?”  Have students read directions, and refer to pp. 101-103 for an example.  Point out the how the example on p. 103 wrote in study time based upon what exams and papers were coming up the following week.  Explain how having everything blocked into the schedule (from eating to studying to relaxing) allowed the student to plan all of his priorities into his week.  Also state, “by keeping a schedule you don’t allow yourself to waste your $14.58 an hour.  You invest your time and money through deciding in advance how you will use the resource of time. “  You may need to diffuse the idea that a schedule like this is too structured or feels constricting.  It allows one freedom from cramming at the last minute, from forgetting an important assignment, from . . . .  Instruct students to fill this out for homework for the next class.  Some may choose to fill one out that they will use for the entire semester, others may want to fill one out on a weekly basis.  Have extra copies available for students to do this on a weekly basis.

Daily Priority Scheduling

To further encourage planning and priorities the focus will now be on daily scheduling.  Read the Schwab story.  Encourage students to start by taking an index card every day and writing on it their top priorities, and then to number each priority from highest to lowest.  Remind them to refer to their card often and to cross off completed items.  Challenge them to try it for six days.  Hand out an index card for them to do this.  

Schwab Story

Refer to the resources section.

Lion Trainer Story

Ask students what two items a lion trainer takes into an arena of lions.  A whip and a stool.  These items are what help the trainer to keep the lions in his/her control.  By holding up the stool the lion sees the four legs of the stool and is unable to focus and renders the lion at the control of the trainer.  It is the same for us with our priorities, we can either be the lion who is controlled by others and their priorities for us, or we can take charge set our priorities and thereby tame the lions in our lives.  (
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