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LESSON PLAN UNITS OF STUDY

TITLE: HOW TO STUDY

ACTIVITY OR PROCEDURE: TIME MANAGEMENT

I.
Procedures to improve time management

A.
PLANNING

1.
List the things you need to accomplish.

2.
Rank these tasks according to priority and importance.

3.
Determine when they need to be finished.

4.
Set up a schedule for a week or month, showing by when each thing must be done.

5.
Divide major tasks into sub‑tasks.

6.
Set up a daily schedule to accomplish the tasks.

7.
For each day, list the THINGS TO DO. Decide on priorities for that day. Determine then follow the order of TASKS TO BE DONE.
B.
MONITORING

1.
Keep a record of time spent and tasks accomplished.

2.
Use a check off system, and include the date the task was accomplished.
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II.
Student Activity to put suggested procedures into place.

1.
List the classes you have this semester.

2.
Arrange a daily study schedule for every evening for a week, Monday through Friday.

a.
Make a list for Monday night.

b.
Make a list for Tuesday night, but have a different subject come first.

c.
Complete the schedule for the rest of the nights of the week, being sure that you plan to study a different subject first each night.

3.
Make a list of things to do for each class for this week.

a.
List the assignments you know you must do (they may already have been assigned).

b.
List additional things you could do for each class. Follow Study Hint #3, for example.

4.
Indicate on your daily time schedule the things you will do for each day for each class this week. List each of these beside each class.

5.
List any long‑range projects you have to do (book reports, term papers, research papers, essays, projects) for each class.

a.
List when they will be due.

b.
List, in the best detail you can, the separate steps, if any, the assignment requires.
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c.
List the steps you need to take for the project on a weekly basis. For example, if you have a twelve‑chapter novel to read for English, and the report is due in three weeks, then you need to plan to read about four chapters each week for the next three weeks.

6.
Now, make a specific daily schedule of study for each night of the school week.

a.
Beside each class, list the actual time you will give to it that night.

b.
List what is to be studied beside or beneath the time. Be specific.

EXAMPLE

MONDAY

1.
ENGLISH. 3:00‑3:45

a.
Five Sentences.

b.
Go over vocabulary definitions.

2.
AMERICAN HISTORY. 4:00‑4:30

a.
Study vocabulary words and terms for Chapters 1‑3.

b.
Read chapters 4 and 5.

c.
Review chapter 1.

3.
ALGEBRA 1. 4:45‑5:30

a.
Do problems, page 37, #1‑25.

b.
Review earlier part of chapter.

c.
Read ahead in the chapter.
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5.
TYPING. 7:00‑7:30

a.
Practice typing.

b.
Review class notes.
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