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“No matter how busy I am, I’m never too busy
to stop and complain about how busy I am.”




Session Description

Do you feel like there is never enough time in the day to
balance all of your commitments? Do you struggle with
procrastination, or experience anxiety when deadlines are
looming? You are not alone. Participants in this workshop will
learn helpful tips for enhancing their time management skills,
including realistic goal setting, maximizing their efficiency,
and reducing stress and anxiety. We will also dispel some
common myths about time management. We are glad you
could join us- there's no time like the present!

(Quick poll)




What Is Time? Myths

Goal Setting Efficiency

Reducing
Stress and
Anxiety



Let’s Talk About Time

Yesterday is history

Tomorrow’s a mystery,

‘‘‘‘‘

“““
I

But today is a gift-
That’s why the call it the PRESENT

. “ O



Timeis a
Non-Renewable Resource

Once it is gone, it is
‘gone.

You will never see this
moment again.




“Time isn’t the main
thing. It’s the only
thing.”

—Mliles Davis




How Much Time Do You Have?

24 hours in a day

168 hours in a week
8736 hours in a year
87,360 hours in a decade

698, 888 hours in an average lifetime (80 years)




10,000

0 Experts say it takes at least 10,000
hours to master something




To Realize the
Value of...

ONE YEAR, ask a student who faile
grade.

ONE MONTH, ask a mother who gave
birth to a premature baby.

ONE WEEK, ask the editor of a weekly
publication.

ONE DAY, ask a daily wage laborer
with kids to feed.

ONE HOUR, ask the lovers who are
waiting to meet.

ONE MINUTE, ask a person who
missed the train.

ONE SECOND, ask a person who just
avoided an accident.

ONE MILLISECOND, ask the person
who won a silver medal in the
Olympics.



YUUR LIFE = 28,835 UAYS

WlllTWlI.lYﬂllﬂﬂ
WITH THAT TIME?




“Time management is nothing

COmmon O‘l but common sense. | do well
M .l.h in school, so | must be
y S managing my time
effectively.”

02 “It takes all the fun out of
lifelll”

03 “Time management? | work
better under pressure.”

04 “No matter what | do, | won’t
have enough time.”



The Reality of
Time
Management

O ] Increases productivity

02 Reduces stress

03 Improves self-esteem

04 Helps improve balance in life

05 Increases self-confidence

Oé Helps you reach your goals!




Goal Setting

Make your goals specific and concrete. Don’t be vague.

Set both long-term goals and short-term ones to support them.

Set a deadline for your goals.

Integrate your goals: school, personal and career.

Realize that goals change, but know which goals to stick to!

%



SMART Goals

| will keep track of

| will earn a 90% in | will join a study group my progress
my math class. and attend office hours weekly until June
1x/week. g

O 6 ©

| will submit all
assignments and
earn at least

Keeping up with
assignments,
lectures, and notes
z will help me to clarify

88-92%. any confusion.



Break Outs

6 min

'tw
-~ {

Create a SMART goal for
something you want to
accomplish this semester.




Balancing Your Schedule

01 Obligations

Block all important
set time obligations
(i.,e. Zoom meeting)

03 Study
Reserve time in your
schedule for study
time. For every hour
in class, you should
be spending two
hours outside of
class!

Syllabus 02
Note class
schedules, weights
of activities,

highlight all exams
and project due
dates

Sanity 04
Make sure to give
yourself a break and
do something fun-
RESET
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STUDENT DIGITA PLANNER

FOR GOODNOTES. NOTABILITY AND E.

Calendar

- Otherldeas:
- Post-It Notes
- Apps
- Evernote
~ Noteshelf
- GoodNotes
- Google/Outlook calendars w/alarms

- Wall or Desk Calendar

- Planner (Daily, Weekly, Monthly)
- Printable Calendars

- Excel Spreadsheet

- Any Otherse
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Efficiency

Procrastination

The Power of NO

Multitasking




Forms of Procrastination

Ignoring the task, hoping it will go away

Underestimating how long it will take/overestimating your
abilities and resources

Telling yourself that poor performance is okay/insisting on
perfection

Doing something else that isn’t very important
Believing that repeated “minor” delays won’t hurt you

Talking about rather than doing it



How to Overcome Procrastination

Win the mental battle by committing to being on time.
Set and keep deadlines.

Organize, schedule & plan.

Divide a big job into smaller ones.

Find a way to make a game of your work or make it fun.

Reward yourself when you’re done.

Tell your friends and roommates to remind you of
priorities and deadlines.

Learn to say “no” to time wasters.



Tackle Time Wasters

Learn to recognize when you’re wasting time.

Decide what you need to do and can realistically do. T bsotetins s e

need to do in
order to avoid

Return calls/texts at your convenience. The phone is a major  doing anything I'm

time killer. actually supposed
to be doing.

Learn how to say “NO” when you don’t have time.

Learn to say “l can’t talk right now. I'll get back to you.”

Wasting time is often linked to a lack of self-discipline.

Ask yourself, “Do | really need to do this or not?”



Learn to

Say No!

Avoid the temptation to socialize when you've
scheduled work.

If friends ask you to join them last minute for a
socially-distanced outing or Zoom hangout,
decliné outright, but ask'if you could get together
later in the week.

Socializing is important when you don’t have
other things to worry about!

Studx somewhere you won'’t be tempted to chat,
watch movies or YouTube, or use social media.

Texts are a major distraction. Put your phone
away or on silent.




Multitasking:
Good or

:ﬁ Bade (?.
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Multitasking-

Good or Bad?

Dividing your attention

Focusing on multiple
things at once

Something won't get
the attention it needs to
be done well






Not only did the students who
were multitasking score lower
on the quiz but those sitting
around them also scored lower

“The students in the first
experiment who were asked to
multitask averaged 11 percent
lower on their quiz. The
students in the second
experiment who were
surrounded by laptops scored
17 percent lower.”

Computers & Education 62 (2013) 24-31
Contents lists available at SciVerse ScienceDirect
Computers & Education

journal homepage: www.clsevier.com/locate/compedu

aptop multitasking hinders classroom learning for both users and nearl

-aria Sana?, Tina Weston <, Nicholas J. Cepeda®<*

McMaster University, Depastment of Psycholugy, Newroscience, & Behaviour, 1280 Main Street West, Hamilton, ON LS 4K1, Canada
York University, Department of Psycology, 4700 Keele Street. Toronto, ON M3) 173, Canoda
York University, LaMarsh Centre for Chikd ured Youth Research, 4700 Kevle Street, Toronto, ON M3 1173, Canada

RTICLE INFO ABSTRACT
ticke history: Laptops are commonplace in university classrooms. In light of cognitive psychology theory on costs
feceived 11 September 2012 associated with multitasking, we examined the effects of in-class laptop use on student leaming in
eceived in revised form a simulated classroom. We found that participants who multitasked on a laptop during a lecture scored
°“‘:’;‘ '22"::‘ A Tower on a test compared to those who did not multitask, and pasticipants who were in direct view of
epe a multitasking peer scored lower on a test compared to those who were not. The results demonstrate that
— multitasking on a laptop poses a significant distraction to both users and fellow students and can be
pobee detrimental to comprehension of lecture content.
e © 2012 Elsevier Ltd. Opes sesem sndr CCEY-NCND

onal control

. Introduction

Multitasking is ingrained in our daily lives. As you read this article, you may also be attending to a text message, sipping coffee, or writing
put a list of to-dos. Such a lifestyle is intended to increase efficiency; however, there are limitations to how well multiple tasks can be carried
t concurrently (Posner, 1982). Multitasking places considerable demands on cognitive resources, which, in turn, degrades overall
berformance, as well as performance on each task in isolation (Broadbent, 1958). The issue of multitasking and its consequences has become
growing concemn in education, as students are more commonly found engaged their laptops or smartphones during class time. The
wrrent study investigated the effect of laptop multitasking on both users and nearby peers in a classroom sctting.
There is a host of theoretical and experimental research on divided attention and dual-task interference, terms that we consider
logous to multitasking and therefore relevant to the current discussion. Research suggests that we have limited resources available to
ttend to, process, encode, and store information for later retrieval (Posner, 1982). When focused on a single primary task, our attentional
sources are well directed and uninterrupled, and information is adequately processed, encoded, and stored (Naveh-Benjamin, Craik,
berretta, & Tonev, 2000). When we add a sccondary task, attention must be divided, and processing of incoming information becomes
agmented. As a result, encoding is disrupted, and this reduces the quantity and quality of information that is stored (Pashler, 1994). When
e eventually retrieve information that was processed withou erruptions, as a primary task, we are likely to experience minimal errors.
we retrieve information that was processed via multitasking or with significant interruptions from a secondary task, we are more
ikely to experience some form of performance decrement (Wickens & Hollands, 2000).
Indeed, managing two or more tasks at one time requires a great deal of attention. Attentional resources are not infinite (Konig. Buhner, &
lurling. 2005; Pashler, 1994). When the level of available attentional resources is less than what is required to complete two simultancous
asks, performance decrements are experienced since both tasks are competing for the same limited resources. This is especially true if both
asks are competing for resources within the same sensory modality (Navon & Gopher, 1979; Wickens, 2002; Wickens & Hollands, 2000).
imits 10 attentional resources means the quality (accuracy) and efficiency (reaction time) at which multiple tasks are processed will be
ompromised (Rubinstein, Meyer, & Evans, 2001). Numcrous experimental studics have shown performance decrements under conditions
bf multitasking or divided attention (e.g. Broadbent, 1958; Tulving & Thomson, 1973).

‘orresponding authar. York University, LaMarsh Centre: for Child and Youth Kesearch, 4700 Keele Street, Toroato, ON M3J 193, Canada. Tel.: +1 416 736 2100x33266:
ox: 1416 736 5814,
E-mail addresses: sanafmcmaster.ca (F. Sana), westantiyarkisca (1. Westan), nerpedadyorkuca (NJ. Cepeda).

3601315 82 2012 Elsevier Lid. Ope sec:
bup:/fdx doi.org/ 10.1016fj.compedu 201




Prioritizing- Are you Working your “A’s Off?

How would prioritize this list of daily tasks?

Write the underlined word of the tasks
which would be on your

“A” List (have to do)
“B” List (need to do)
“C” List (want to do)

]

Buy laundry detergent.
Write an eight-page essay for English.

Prepare for a Biology quiz.

Dust the keys on your computer.

Review for midterm test that counts for 50% of grade.
Schedule an appointment with a Professor.

Complete a journal entry.

Email a friend about a sale online at your favorite shop.
Shop for a new pair of athletic shoes.

Practice your Tik-Tok routine.




Are you working you’re “A’s” off, or do you have C-fever?

“A” LIST
1 Midterm test that counts for 50% of grade.
2 Write an eight-page essay for English.

“B” LIST
3 Prepare for a quiz in Biology.
4 Schedule an appointment with a Professor.
5 Complete a journal entry.

“GHILIST
6 Buy laundry detergent.

7 Dust the keys on your computer.
8 Email a friend about a sale at your favorite shop.
9 Browse Amazon for new .

10 Practice your TikTok routine



Big Rocks: A Lesson on Prioritizing




Managing Stress and Anxie’ryl




Sleep is Key

Circadian Rhythm- Am I Trying to Tick When My
Body Wants to Tock?

Circadian rhythms are internal biological
clocks that regulate many functions and
activities, including sleep, temperature,
metabolism, alertness, blood pressure,
heart rate and hormone levels and
immunities.

About every 24 hours our bodies cycle
through metabolic and chemical changes.

These Circadian Rhythms are reset by
sunlight each morning.

Whether you are a “Morning Person” or a
“Night Owl” is determined by these cycles.




Maximize your Efficiency
Work With Your Body Cycles-not Against Them

- |f we learn to listen to our bodies, we can
work with these natural rhythms instead of
fighting them.

= We can make more efficient use of our
time by scheduling certain activities at
certain times of the day.




Know Your Rhythm

Cognitive Tasks
8 am-12 noon*

Cognitive, or mental, tasks
such as reading, calculating,
and problem solving are
performed most efficiently
in the morning.

*If you are a Night Owl,
shift these times about 3-4
hours later in the day.

Short term memory
6am- 10 am*

Short term memory tasks
such as last-minute
reviewing for tests are best
performed early in the
morning.

*If you are a Night Owl,
shift these times about 3-4
hours later in the day.

Long term memory
1pm-4pm*

Longer term Memory tasks
such as memorizing speeches
and information for
application are best
performed in the afternoon.

*If you are a Night Owl, shift
these times about 3-4 hours
later in the day.




Monitor Your Screen Time

- Limit/stop screen time at least two hours before
bed

~ The blue light from computer screens, cell phones,
and television inhibit the production of melatonin—
the hormone that conftrols your sleep/wake cycle
or circadian rhythm




RESET
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Thank You .

What questions do
you have?

smithmh@wlac.edu
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Girls-putting-paint-brushes

Vectors

Young-people-jumping-togeth
er

Young-people-listening-music d %
Group-young-people-lecture -


https://www.freepik.com/free-photo/daddy-me-inscription-with-pencils-table_4142176.htm#page=3&query=kids&position=3/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-photo/daddy-me-inscription-with-pencils-table_4142176.htm#page=3&query=kids&position=3/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-photo/kid-writing-empty-notebook_10136510.htm#page=4&query=kids&position=25/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-photo/girls-putting-paint-brushes-into-water-glass_3681600.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-vector/young-people-jumping-together-illustration_5778619.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-vector/young-people-jumping-together-illustration_5778619.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik
https://www.freepik.com/free-vector/young-people-listening-music-illustration-concept_5778618.htm/?utm_source=slidesgo_template&utm_medium=referral-link&utm_campaign=sg_resources&utm_content=freepik

