
Introduction for the Facilitator

This lesson helps students understand and develop time management, which is the skill of planning, organizing, and 
using time wisely to reach goals. As academic demands, extracurriculars, and social pressures increase, students 
who manage their time effectively gain control over their stress and their future.

Time management isn’t about perfection. It’s about awareness of how time is used, what matters most, and how to 
make consistent progress without burning out. It teaches students to focus, prioritize, and follow through, even when 
distractions show up.

This skill becomes a cornerstone of a student’s personal competitive advantage, giving them the tools to build an 
organized, purpose-driven lifestyle where they are less overwhelmed by pressure.

This lesson includes:

•	 A Real-World Scenario that brings time management into focus
•	 8 Group Discussion Questions with follow-ups
•	 8 Journal Prompts (draw or write)
•	 10 helpful and relatable Activities to build strong time habits
•	 A printable Worksheet to reflect on and strengthen time use

14: The Power of Time Management

A 7–12 Lesson on Planning Ahead, Prioritizing What Matters,  
and Owning Your Schedule
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Real-Life Scenario

It’s Sunday night. You meant to finish your science project, study for a quiz, and 
clean your room. But the weekend flew by. Now you’re anxious and behind. 

You tell yourself, “Next weekend will be different.” 

So next time, you make a plan. Break things down. Use reminders. Say no to 
distractions. 

You still relax—but also get things done. The quiz? Easier. The project? On time. 

That’s time management. It’s not about doing everything. It’s about making time 
work for you.

Group Discussion Questions

1.	What does time management mean to you?
	 Follow-up: How does it help in school and outside of school?  
2.	Why do we sometimes struggle to manage our time well?
	 Follow-up: What gets in the way and how can we deal with it?  
3.	How does it feel when you’re behind on things?
	 Follow-up: What habits make that feeling better or worse?  
4.	What are signs that your schedule might need more balance?
	 Follow-up: How do you know when to slow down or adjust?  
5.	What’s the difference between being “busy” and being “productive”?
	 Follow-up: How can you tell the difference in your own week?  
6.	How can small planning habits (like using a list or calendar) make a big difference?
	 Follow-up: What tools do you already use or want to try?  
7.	How does strong time management help build your personal competitive advantage?
	 Follow-up: Where could this skill make life smoother or goals more reachable?  
8.	What kind of lifestyle do you want to live?
	 Follow-up: How can managing your time better help create that lifestyle?

14: THE POWER OF TIME MANAGEMENT
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Journal Prompts

(Students can write or draw their responses depending on learning style or preference.)

1.	Write or draw about a time when managing your time helped you feel calm and ready.

2.	Describe a day or week that felt overwhelming. What might you do differently next time?

3.	What’s one small habit that helps you stay on track with tasks or deadlines?

4.	Sketch your “Time Wasters” and “Time Builders”—what steals your time, and what strengthens it?

5.	List 3 things you want to make more time for and why.

6.	What does “balance” mean to you when it comes to time and energy?

7.	What would your “ideal school day” or weekend look like? How can you get closer to that?

8.	How does time management help grow your personal competitive advantage?

Activities

14: THE POWER OF TIME MANAGEMENT

1.	 Time Log Tracker
	 Students track how they spend a typical weekday in 
	 30-minute blocks. Reflect on surprises and potential 
	 shifts.

2.	 The 3-Bucket Sort
	 Sort tasks into 3 categories: Must Do, Should Do, and 
	 Want to Do. Discuss how to balance all three.

3.	 Design Your Ideal Week
	 Students sketch or plan a week where school, 
	 hobbies, rest, and responsibilities are all balanced.

4.	 Time Wasters vs. Time Builders
	 Brainstorm common distractions vs. helpful habits.  
	 Share strategies for shifting time use in small ways.

5.	 Set a 15-Minute Goal
	 Choose one goal (cleaning, studying, journaling) and 
	 try a 15-minute timer challenge. Reflect on the power 
	 of small time blocks.    

6.	 Calendar Remix
	 Practice filling out a simple weekly planner.  
	 Add schoolwork, fun, downtime, and responsibilities. 
	 Discuss realistic planning.

7.	 The “Do It Later” Test
	 Create a fake daily to-do list. Students decide which 
	 tasks should be done now, later, or not at all and 
	 explain why.

8.	 Daily Planning Challenge
	 Try a 5-day challenge: each morning, write 3 goals for 
	 the day. Reflect at the end of the week on what 
	 changed.

9.	 Time Trade Reflection
	 If you had 1 extra hour each day, how would you  
	 use it? What would you trade from your current 
	 schedule to make that happen?

10.	Time Management Self-Check
	 Students rate themselves on focus, follow-through, 
	 planning, and balance. Choose one area to improve 
	 this week.
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Worksheet

My Time Management Plan

Helpful Words:
•	 Time Management = organizing and using my time wisely to reach goals without burnout
•	 Lifestyle Goal = the kind of life I want to live
•	 Personal Competitive Advantage = habits that help me use my time to grow, lead, and succeed

14: THE POWER OF TIME MANAGEMENT

1.	One time habit that works well for me is:

2.	One thing I want to improve is:

3.	Here’s how I’ll try to use my time better this week:

4.	My Time Management Superpower helps me do 
	 these things:

5.	Something I’ll spend less time on starting today is:

6.	Time management helps me grow my personal 
	 competitive advantage by:

7.	This is how time management supports the lifestyle  
	 I want to live:

Directions:
Use writing or drawing to reflect and  
create your time habits plan. 

Use the back of this sheet if you need  
more space.

Name:
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