
STUDENTS’ WORKBOOK  |  40

4
All About Time

Let’s Begin
Next to each activity mentioned below, write the amount of time Next to each activity mentioned below, write the amount of time 

you spend everyday.you spend everyday.

•	 Screen time (TV/mobile) - ………………... 

•	 Study time - ………………..

•	 Play time - ………………..

•	 Dinner time - ………………….

•	 Sleep time - ………………….

Do you find time to finish all your work? Or do you always feel

there isn’t enough time? 

Why do some people manage to do so many things in a day 

while others find it difficult to find time to do even a little? You 

can develop time management skills in many ways. Let’s have 

a look at them. You can ask an adult to help you to implement 

the following.

We can accomplish a lot We can accomplish a lot 
when we manage our time properlywhen we manage our time properly
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1. Create A Daily Routine1. Create A Daily Routine

The first step to developing time management skills is to incorporate 
a daily routine. Make a proper timetable for yourself. Set a particular 
time for bed, homework, lunch and extracurricular activities.

Ensure that you are consistent with this routine. This daily routine 
will help in knowing what to prepare for the day. Also, to make it 
interesting you are allowed to create the calendar on your own terms.
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2. Use A Timer2. Use A Timer

Another trick you can use to develop time management skills is 
setting a timer. Set up a timer for homework, playing, using gadgets, 
etc.  

3. Break Tasks into Smaller Pieces3. Break Tasks into Smaller Pieces

Suppose you feel like you need help with focusing on a task, try 
breaking the task into smaller items to focus on. If you have many 
assignments, focus on one at a time. 

This will improve your focus and you can avoid procrastinating.

4. Make a To-Do List4. Make a To-Do List

To-do lists are also very beneficial for better time management. 
Create a list of tasks and activities you must do daily.

Create a list of first-priority tasks based on deadlines. This will help 
you stay on track.

5. Plan Ahead of Time5. Plan Ahead of Time

Another great way to develop time management skills is to plan 
ahead of time. Doing certain assignments and tasks needs proper 
planning. Completing them at the last minute rarely works out well.

Ask yourself which tasks are hard. How much time will it take? 
What things do you need for your task? Etc.

6. Set Goals6. Set Goals

Goal setting is also important for developing time management 
skills. Set long and short-term goals. Using a checklist, you can 
keep track of what you have already accomplished. Furthermore, 
this will also motivate you to complete your tasks on time.
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7. Avoid Distractions7. Avoid Distractions

Distractions like mobile phones, TV, video games, etc., can make 
you lose focus. Thus, make yourself some rules for using gadgets 
during study sessions. Limiting your time of using gadgets allows 
you to be more focused.

8. Take Breaks8. Take Breaks

Breaks are very necessary. So, take small breaks while doing 
your tasks. Relax yourself by taking a walk, reading a book etc. 
Taking regular breaks keeps you motivated and won’t tire you 
out. 

9. Don’t Overschedule9. Don’t Overschedule

Another big tip if you want to develop good time management 
is to make sure you don’t overschedule yourself. If you are 
overscheduled, instead of being able to learn and perform well, 
you will be worried about your next task. So, always create some 
free time for yourself.

https://medium.com/@my-assignments-help-uk/how-to- 
encourage-your-children-to-develop-time-management-skills- 
2b918603a561
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1)	What Is the first step in time management?

	 �����������������������������������������������������������������������������������

	 �����������������������������������������������������������������������������������

2)	Which step helps with focusing on tasks?

	 �����������������������������������������������������������������������������������

	 �����������������������������������������������������������������������������������

3)	What are some distractions to avoid? 

	 �����������������������������������������������������������������������������������

	 �����������������������������������������������������������������������������������

4)	Give an example of a long term and short term goal 
for you. 

	 �����������������������������������������������������������������������������������

	 �����������������������������������������������������������������������������������

Think and Answer

Everybody has the same 24 hours. But some seem to achieve 
more than others! What could be the secret of their success? It 
could be the way they manage their time! 

Time management is the skill to plan and divide one’s time 
between specific activities. When you manage your time well, 
you can do all your activities in the best way possible. Good 
time management allows you to use your time efficiently. It 
teaches you to work smarter instead of harder. And the best part 
is, when you finish all your work, you can still find time to relax 
or do anything else you want!
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Activity A: 
Sharing Time

Delta Goodrem

A Music GeniusA Music Genius

DeltaDelta knew from a young age exactly what her dreams were 

and nothing could stop her, she began her career as a child 

actress at the age of seven, appearing in a number of TV 

commercials and had guest starring roles in TV shows.

Share with the rest of your class one example Share with the rest of your class one example 

of when you did not manage time properly of when you did not manage time properly 

and what happened as a result. Also, give one and what happened as a result. Also, give one 

example of when you managed time well and example of when you managed time well and 

how it helped you.how it helped you.
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There are some people who keep postponing their work for later 
or the next day. This is called procrastination. Once you get 
into this habit, it becomes very difficult to do any work at the 
time it is supposed to be done. Time is one of our most precious 
possessions. Time doesn't wait for anyone. Once gone, it can 
never come back. Therefore, it is very important to learn how to 
manage your time well.

Not only was she doing acting classes, as well as 

school, she was enrolled in singing, dancing, piano and 

sports. 

Being such a busy child, how did she manage to fit all 

the activities into her daily schedule? 

Delta was disciplined and practised good time 

management from a very young age. She scheduled 

her time in a day for her schoolwork and all her 

extracurricular activities. 

In 2018, after having her salivary gland removed, Delta 

faced serious complications that led to the paralysis of 

a nerve in her tongue, which left her having to re-learn 

to speak. Her disciplined time management and work 

ethic helped her make a full recovery.

Good time management has enabled Delta to 

become what she is today, a multi award winning 

international music icon. 

https://www.hit.com.au/story/here-are-just-some-of-

the-things-delta-goodrem-has-achieved-in-her-life-so-

take-a-seat-27317
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Remember the story of the hare and the tortoise? The hare 
ran for some distance and decided to take a rest. He did not 
concentrate on the work at hand, that is, to run and finish the 
race. As a result, while he slept, the tortoise steadily walked on 
and won the race.

Activity B: 
Rock, pebble and sand

On the table is a jar, a handful of rocks, a small bowl of On the table is a jar, a handful of rocks, a small bowl of 

pebbles and a bowl of sand. Help your teacher fill the jar in pebbles and a bowl of sand. Help your teacher fill the jar in 

such a way that everything fits together well. such a way that everything fits together well. 

Were you able to do it? In which order did you put the rocks, 

pebbles and sand so that they all could fit into the jar? 

The jar represents our life. Rocks represent the important 

work which needs to be done or attended to immediately. 

Pebbles represent the not-so -important work that can be 

done when we find time. Sand signifies the unimportant 

tasks which we can complete in our leisure time.

Deciding on the importance of work and how urgently it 

needs to be done is called prioritising. It becomes easier to 

complete our work when we prioritise them and do them 

accordingly.
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Activity C: 
What’s your priority?

Do this activity in pairs. Discuss with your partner Do this activity in pairs. Discuss with your partner 

and divide all your activities into the three groups and divide all your activities into the three groups 

- Important work, not-so-important work, and - Important work, not-so-important work, and 

unimportant work. unimportant work. 

You can create a timetable for yourself at home with the 

help of your parents.

Activity D: 
Fill the blanks

Fill in the blanks with an appropriate word from the word Fill in the blanks with an appropriate word from the word 

bubble given below :bubble given below :

alarm postpone

work

waste

prioritise plan

1. Set an ………………. in the morning to wake up.

2. Complete your ………………. in the given time.

3. ………………. a daily schedule for yourself.
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When you manage your time properly, you will find enough time to do 
things you have to do as well as things you like to do.

Let’s RememberLet’s Remember

4. �Learn to ………………. your tasks, that is, do your 

important or urgent tasks first.

5. �Do not ………………. any of your work.

6. �Do not ………………. your time watching too much TV 

or mobile.

What I liked most about this lesson : 

�������������������������������������������������������������������������������������������������������������������

�������������������������������������������������������������������������������������������������������������������

I learnt that 

�������������������������������������������������������������������������������������������������������������������

�������������������������������������������������������������������������������������������������������������������

My Space My Space 
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Engage Engage 
with Family

Discuss with your parents/family members/guardians and 
create a timetable for yourself. You have already decided 
the priority of activities in Activity B. When you make 
the timetable, remember to keep time for all the important 
activities first, followed by the not-so-important activities. 
The unimportant activities can be adjusted within 
whatever time is available.

You could create two time-tables - one for school days and 
another one for holidays. Remember to keep some time for 
relaxation on a school day and definitely some time for 
studies on a holiday. Relaxation of some kind whether it be 
sports or art or even screen time is important. Just like we 
need a balanced diet we need a balanced program of work!

Days in the 
week

Monday

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday/
Sunday

Holidays


