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EDUCATORS ME TO YOU ME TO ME FAMILY

Manage class
time effectively.

Adjust how you 
spend time.

Track how you
spend time.

Focus on the 
quality of

family time.

TICK TOCK
A minute may not seem like much. In the grand scheme of things, does it really matter 
if we waste a single minute? Yes! When we get reps at wasting a small amount of time, 
we get great at wasting a large amount of time. Think about social media. You start 
scrolling for just a minute, but then one minute becomes two, and each scroll takes you 
deeper into the social media coma until you realize it’s midnight. 

Time wasted during the day often means sleep missed at night. Study after study has shown the 
importance of sleep for proper functioning during waking hours. Missing out on sleep affects mood, 
concentration, and the ability to think clearly, among other things. Here are some tips for getting enough 
good quality sleep.

Tweak the environment. Make your bedroom as inviting for good sleep as you can. Maybe the room 
needs to be darker or cooler. Assess what could negatively impact your sleep and try to compensate for it 
or remove the problem entirely.

Set a sleep schedule (and stick to it). Yes, that means weekends, too. The more you stick to a set schedule 
(going to bed and waking up at the same times), the more easily you’ll fall asleep and the better you’ll be 
able to stay asleep.

Prepare for sleep. An hour before your scheduled sleeping time, turn off the electronics. Seriously. Read a 
book. Work on a jigsaw puzzle. Talk to your family members. Just don’t have that light glaring in your face.

Get daily exercise. Physical activity is great for sleep, improving both quality and duration. Think about it, 
after wearing yourself out, you feel energized, but a few hours later muscle fatigue sets in, and you just 
want to lay down. 

Minutes wasted during the day turn into minutes lost sleeping at night. Don’t be a walking zombie during 
the day, make the most of every minute you get.

C O N T E N T  O V E R V I E W
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E D U C AT O R S

TICK TOCK: EDUCATORS
Educators have a lot on their plates, so time management is especially critical in the 
classroom. Everyone has their own system, and efficient time usage all comes down to what 
works for each educator. But there are some tried and true productivity tips that can be 
applied in the classroom.

Do the hardest thing first. There is a French adage “Avalez le crapaud!” which literally translates to 
“Swallow the toad!” Basically if we swallow the toad first thing in the morning, that’s the hardest task 
out of the way. So, in class, make a list of the most difficult things. Then, pick the one thing that will be 
most difficult and do that first.

Say ‘no’. Saying ‘yes’ to one thing means saying ‘no’ to something else. Sometimes, we have to say ‘no’ 
to others’ requests, even when we really want to help out or don’t want to disappoint them. We can’t 
be all things to all people at all times. It’s just not possible. So, for the sake of our valuable time, we 
have to get good at discerning when to say ‘no.’

Focus on one task at a time. When we try to do too many things at once, we can’t focus on any of 
them. Instead of saving time, we actually waste time. We can practice keeping to one topic or one task 
at a time by writing down any distracting thoughts that pop up, and putting them aside for after the 
current task has been accomplished. 

Most of us don’t get a lot of time with our students each day, so we want to use what time we have as 
effectively as possible. 

THIS WEEK, BE ON THE LOOK OUT FOR 
1. Opportunities to PLAN for the hardest thing. The 

hardest thing may be the area where students tend 

to resist, such as homework assignments. Plan for this 

resistance (or whatever makes this task difficult) and find a 
work around, such as handing out homework assignments 

at the beginning of class so students have more time to 

think about questions they may have.

2. Opportunities to EVALUATE what you say “yes” to. 
Look at your calendar or planner and take stock of all the 

things you’ve said “yes” to for this week, this month, and 

this year. Think about the accompanying “no”s that went 

with those decisions. 

3. Opportunities to FOCUS on single tasks. Try to notice 

when and how often you multitask. Is it during certain 

times of the day? Do you do it more on certain days of the 

week? Is it certain types of tasks that you tend to combine? 

Then, determine a step you can take to combat the 

multitasking urge, such as setting a timer for how long to 

focus on just one task.

QUOTES OF THE DAY:
MONDAY:
“When we get reps at wasting a small amount 
of time, we get great at wasting a large 
amount of time.” Coach Mackey

TUESDAY:
“To say ‘I don’t have time,’ is like saying, ‘I don’t 
want to.’” Lao Tzu 

WEDNESDAY:
“You can have it all. Just not all at once.” 
   Oprah Winfrey

THURSDAY:
“A man who dares to waste one hour of time 
has not discovered the value of life.” 
   Charles Darwin

FRIDAY:
“You may delay, but time will not.”    
   Benjamin Franklin
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M E  T O  Y O U

TICK TOCK: ME TO YOU
Beyonce is a leader in the music industry and a pop culture icon because she uses every minute to 
full advantage. Beyonce doesn’t have any more hours in the day than you do, she just uses them 
more effectively than you do. The good news is that you can learn how to be more efficient with your 
time, and you can help a friend improve in the process.

With a buddy, write out your ideal schedule for how you will spend your time tomorrow. Specifically, plan 
out how much time you will spend on the five time-killers below. Think about how much time you think you 
spend on these activities and what you think the appropriate amount of time would be. Note: These are 
time-killers in the sense that they tend to take up a lot of time, not that they’re necessarily a waste of time.

Five time-killers:

• Social media
• Sleep
• Studying/homework
• Social engagements
• Sports/hobbies

Tomorrow, track how you actually spend your time. 
And on the next day, compare notes with your buddy 
to see how you both did. How much time did you 
actually spend on the tasks compared to how much 
time you wanted to spend or thought you would 
spend on each time-killer?

The knowledge obtained from completing this 
exercise is only helpful if you act on it. Think about 
ways that you can ensure you spend less or more 
time in the areas where your plans didn’t line up with 
reality. For example, if you spent too much time on 
social media, try using an app that disables the social 
media applications after a certain amount of time.

To be a leader on your campus or in your class, you 
need to be able to manage your time wisely. With this 
exercise, you can improve your time management 
and help a friend improve, too.

///  ME TO YOU EXERCISE  ///
“LEADERS ALWAYS LEAD”

How much time do you think you spend on 

the five time-killers? How much time do you 
think is optimal to spend on those activities?

What are some of your personal time-killers 
(things that take up a lot of time)?

What action can you take to combat one 

of your time-killers that is unnecessary or a 
waste of time?

How does having a partner for this exercise 
help you stay accountable?

What are some benefits of managing your 
time effectively?
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M E  T O  M E

TICK TOCK: ME TO ME
Too many people aren’t getting enough sleep because they waste time during the day and 

then try to make up for it at night. There are certain things during the day that you don’t have 

control over, like when you have to be in school or when band practice is. But you do choose 

how you spend your time outside of that, including weekends. 

The more effectively you can manage your time, the more successful you will be in life. With that in mind, here 

are a few tips to help you learn to manage your time effectively.

Audit your actions. Take a bit of time to assess how you spend your time so that you can find ways to make 
the most of your time in the future. To help you see the choices you make concerning your time, use an app 

(or old-fashioned pen and paper) to track how you are spending your time.

Keep a daydream notebook. This could be a physical notepad or journal, or a note you keep open in the 

background on your phone. Whenever a distracting thought tempts you toward la-la-land, write it down in 

your notebook to think about later when you aren’t focusing on something else. 

Accept that you are in control. Once you take responsibility for how you spend your time, you take control of 

your time. You are in control of how much time you spend on any given activity. There are a few exceptions, 

like school, but even then, you control how you spend your time. You control whether you’re focused and 

ready to learn or not.

You can increase nearly all aspects of your health just by getting enough sleep every night. The best way to 

do that is to manage your time effectively so you aren’t wasting time during the day.

Exercise:

1. How much sleep do you think you get each night? Do you feel rested when you wake up?

2. What helps you get great rest, or keeps you from it?

3. What types of thoughts or daydreams tend to distract you from what you’re working on? How can 
you maintain your focus on the task at hand?

4. What do you not have control of regarding how your time is spent? What do you have control of?

5. How can you better prepare for your school day to maximize your time at school?
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FA M I LY

TICK TOCK: FAMILY
We don’t always get a lot of time with our family, and that’s not always in our control. But, we 
can work together to control (and improve) the quality of time that we spend together. We 
start by answering a few questions.

What decreases the quality of family time? This would be anything that makes the time we have 
together feel insufficient or unsatisfying. For example, if the kids are fighting with each other, that’s going 
to affect the quality of time they spend together, and it will affect everyone else’s experience, too. Work 
concerns or the inability to put down our phone also impact the quality of our time together.

What increases the quality of family time? This is anything that brings us together. This will be unique for 
every family. Maybe there’s a board game we’ve played for years that’s always a crowd pleaser, or maybe 
there’s a movie we can all quote and never fail to enjoy. Or, maybe it’s just having a solid conversation 
beyond “How was your day?” and “Fine.”

What can we control in the midst of a crazy week? Busy weeks happen, and they make it even harder 
to find time to be together as a family. Even when it feels like we’re just along for the ride, there are things 
about our week that we can control. We can control what we commit to doing during the week, and we 
control our attitude about it. Even small things can give us a sense of control, such as choosing the music 
we listen to in the car or ensuring we get enough sleep.

If we don’t have satisfying, quality time with our 
family, we can experience a lack of connection to 
each other, which leads to loneliness, We can’t 
control everything, but we can approach family 
time with intention and focus on quality.

///  BEST 5  ///
THE BEST FIVE MINUTES OF THE WEEK

What is one of your favorite activities to do 
together that doesn’t take much time?

What is a favorite activity that does take a while? 
How can you work together to carve out time to do 
that thing?

What decreases the quality of your family time? 
What small change(s) can you make to negate that 
issue?

What increases the quality of your family time? How 
can you ensure there is more of that during limited 
family time?

How can you help each other feel more in control 
during a crazy week?
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MORE RESOURCES
Video: “The importance of teaching children time management” WPRI News

Podcast: “Becoming Indistractable with Nir Eyal” The Productivityist Podcast

Book: Time Management for Students by Sudhir Panse (Google Books)

Article: “5 Time Management Tips for Teachers” from Room 241, a blog by Concordia University-Portland

M O R E  R E S O U R C E S

https://www.wpri.com/back-to-school/the-importance-of-teaching-children-time-management/
https://www.stitcher.com/podcast/the-productivityist-podcast/e/64651478?autoplay=true
https://books.google.com/books?id=1nE_BAAAQBAJ&pg=PT43&dq=teaching+students+the+importance+of+time+management&hl=fr&sa=X&ved=0ahUKEwiZj8Cw6YXmAhVMgK0KHS0GB08Q6AEIgAEwCQ#v=onepage&q&f=false
https://education.cu-portland.edu/blog/classroom-resources/five-time-management-tips-for-teachers/
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S L E E P  FA C T S

Summary
The Office of Disease Prevention and Health Promotion added Sleep Heath as 
a new topic for the Healthy People 2020¹ initiative, highlighting how important 
sleep is for general health and wellness. For students, poor sleep can lead to lower 
academic performance and emotional difficulties. For everyone, poor sleep causes 
more frequent illness, greater stress levels, and higher chance of accidents.

The reasons behind poor sleep vary widely, but a 2015 study² found that pre-
bedtime behaviors like playing videos games and using social media led to 
later sleep times and poorer quality sleep, while activities like spending time 
with family led to earlier bedtimes and better sleep. 

Statistics
A national study conducted by the Center for Disease Control and Prevention³ 
found that 72.7% of high school students did not get sufficient sleep on school 
nights. For a class of 30, that’s approximately 22 students.

A study published in the Journal of Adolescent Health⁴ found that only 8% 
of high school students get the recommended optimal amount of sleep (9.25 
hours). In a class of thirty, that would be 2 students who are getting the optimal 
amount of sleep.

Signs of Sleep Deprivation
• Excessive yawning
• Moodiness/Irritability
• Difficulty focusing
• Forgetfulness
• Reduced physical strength

Remember:
If you believe a student may be suffering from a lack of sleep or other mental 
health issues, contact your school counselor and administration.

Resources:
¹“Sleep Health Overview” from the Office of Disease Prevention and Health Promotion
²“What’s Keeping Teenagers Up? Prebedtime Behaviors and Actigraphy-Assessed Sleep 
Over School and Vacation” by Harbard, et al. from the Journal of Adolescent Health
³“Sleep in Middle and High School Students” from the Center for Disease Control and 
Prevention
4“Why are Teenagers so Sleep-Deprived?” by Juliann Garey from Child Mind Institute

SLEEP
FACTS

https://www.healthypeople.gov/2020/topics-objectives/topic/sleep-health
https://daneshyari.com/article/preview/1078199.pdf
https://daneshyari.com/article/preview/1078199.pdf
https://www.cdc.gov/features/students-sleep/index.html
https://childmind.org/article/teenagers-sleep-deprived/

