Time Management

Figuring out what your goals and outside expectations are is only step one; the next step is getting organized. This does not necessarily mean following a strict schedule, but it does mean taking responsibility for meeting your goals. There are few different ways to do this: setting daily goals, having a to-do list, using a daily planner, daily schedules, and weekly schedules. 

Daily Goals  

Setting one or two goals each day is a way of staying focused and making sure you accomplish something towards your long term goals. The important parts to daily goals are writing them down and making sure they contain a result. These daily goals can be written down anywhere that you look everyday such as a planner, notebook, folder, phone, or. Examples include getting an A on the Math test, asking three questions in English class, no detentions for the day, getting a date, getting through the entire day without sleeping, or run two miles. These are just a few examples of goals that stress results. They are not the actions you are going to do, but what you want to achieve.          

To-do List

A to-do list is a list of the actions you need to achieve your daily goals. These are the actions we will complete in order to reach the long term goals, short term goals, and daily goals we have set. Examples of these include hand in my homework from English class, read ten pages, take notes on the ten pages, practice lay-ups for 30 minutes, ask Courtney out, clean my room, talk to the principal about a change in school, or set up appointment with guidance counselor. Once again, these are just a few examples that emphasize actions. These also should be written down anywhere that you will look at a few times during the day such as your planner or a notebook. A good way to make sure you are sticking to the list is to check the actions off when one is completed. 

Daily Planners

Daily planners are an underutilized tool in and out of the classroom. Planners are useful in many ways: writing down assignments, writing down up coming events in the calendar, keeping phone numbers and addresses, writing down goals, keeping a to-do list, or writing down little reminders. This is a tough habit to get into using every day, but it is very valuable. Planners can get you focused, build promptness, and help you get organized. Writing in your planner is just the first step. In order to be successful with this, you need to be looking at your planner consistently and checking of completed work. A person can be successful without a planner, but planners make school life, home life, and social life so much easier and better.

Daily Schedules

A daily schedule is a little more in depth then a planner. It breaks each day down by the hour. This will allow you to plan your entire day out including, actions, appointments and assignments. This can be very useful for people who have a jam-packed day and have trouble keeping track. See Appendix for an example of a daily schedule.

Weekly Schedules

A weekly schedule helps organize the major events and actions by the days in the weeks. This can be a useful tool in seeing what you need for the whole week instead of just the day. A weekly schedule is a very good compliment to the daily planner and daily schedule because it can help you organize what actions and events have more emphasis than the others. 
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