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Analysis Document 

Project Description:  
 

How many adults can say, they “never heard the phrase ‘time management’?” How many 
adults can say, they “never read a magazine, journal article, book, or viewed an Internet web 
site on time management?” And finally, how many adults can say, they “never attended a 
class or completed a computer-based or e-learning course on the topic of time 
management?” While it is essentially impossible to obtain an accurate count to answer each 
question, it is quite apparent the topic of time management is alive and well on the World 
Wide Web, evidenced by more than 1.5 billion results generated in a recent Google search 
for the topic ‘time management’ (http://google.com).  
 
Of those time management sites in the Google search, there are 648,000,000 blogs; 
49,000,000 wikis; and 62,900 YouTube videos. In addition, Amazon.com (2012, May 18) 
includes 131,675 resources for time management. There are internet-based time 
management resources for teachers and faculty; nurses, physicians, therapists, and other 
healthcare providers; mothers and fathers; working parents versus stay-at-home parents; 
managers and leaders; military personnel; CEOs, as well as students and adult learners. 
Likewise, internet resources exist for personal time management versus professional time 
management, and faith-based versus skills-driven time management. An extraordinary 
amount of resources are available in both print and electronic forms from time 
management gurus including Peter Drucker, Stephen Covey, Mark Hurst, David Allen, Tim 
Ferriss, Mark Forster, and David Rock. In addition, Randy Pausch, professor at Carnegie-
Mellon University and most remembered for his “Last Lecture” 
(http://www.youtube.com/watch?v=ji5_MqicxSo) presentation to students and faculty, 
prior to his death from pancreatic cancer in 2008, will also be remembered for his inspiring 
“Time Management” presentation to students and faculty at the University of Virginia 
(http://www.youtube.com/watch?v=oTugjssqOT0). 
 
Despite the sheer volume of time management resources, how many times in a given week 
do people like you and I make comments in reference to time, schedules, or needing to 
improve our time management skills? The answer to this question rests in our willingness 
to be honest with ourselves, admitting, many of us verbally say we need to improve these 
skills, yet often we do not follow through or we do not know how to make the necessary 
changes.  
 
To progress through this project, it is essential to begin at the beginning, examining a 
working definition of time management. In addition to defining this topic, the authors of this 
group project will explore the historical background, leading the way to modern-day time 
management concepts and skills. According to Wikipedia, time management is “the act or 
process of planning and exercising conscious control over the amount of time spent on 
specific activities, especially to increase effectiveness, efficiency or productivity” 
(Wikipedia, 2012). Popular time management skills include prioritizing, scheduling, goal 
setting and self-motivation.  
 
Some people may have the mistaken belief that the concept of ‘time management’ 
originated in the 21st century, yet there are examples of its existence as early as the 18th 
century when Benjamin Franklin designed his own system for tracking daily activities, 
calling it the “pursuit of order” (Buchanan & Cannon, 2011). Thomas Jefferson installed a 
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clock with three dials for hours, minutes, and seconds to schedule indoor household chores 
(Nayab, 2011). In 1812, Letts published its first commercial diary and in 1841, Catherine 
Beecher, sister of Harriet Beecher Stowe, wrote “A Treatise on Domestic Economy for the 
Use of Young Ladies at Home and at School” (Buchanan & Cannon, 2011), teaching young 
women time management habits to avoid wasting time, thereby having more time for 
education. The Industrial Revolution of the 19th century, moving from an agricultural 
society to one of factories and production changed the way the world, especially the United 
States, marked and managed time. Inventions of electricity and artificial lighting; the 
development of the postal service, telegraph, and railroads; and concepts of multi-tasking, 
workplace flexibility, and dual-income families needing to balance home and work 
responsibilities also greatly impacted the management of time (Nayab, 2011).  

  
Modern approaches to time management in the 21st century include six significant 
milestones. From the 1950s, Dwight D. Eisenhower divided tasks into four categories 
according to urgency and importance, similar to a system expanded upon by Stephen Covey 
years later. President Eisenhower was quoted as saying, “The more important an item, the 
less likely it is urgent, and the more urgent an item, the less likely it is important” 
(Buchanan & Cannon, 2011). Peter Drucker’s ‘The Effective Executive’, published in 1966, 
included time management strategies for where executives should and should not spend 
their time. Day Timer, Incorporated began printing personal planning systems aptly titled 
‘Day Timer’ first for lawyers in the 1950s then to the general public in the late 1960s 
(Buchanan & Cannon, 2011).  
 
One of the greatest contributions to modern time management occurred when Stephen 
Covey’s, ‘The Seven Habits of Highly Effective People’ was published in 1989 (Wikipedia, 
2012). Being proactive, beginning with the end in mind, and putting first things first are 
three of the habits frequently quoted by others. Covey’s time management approach 
advocated a “principle-centered approach based on doing the right things” (Nayab, 2011). 
In a follow up book by Stephen Covey, A. Roger Merrill and Rebecca Merrill, ‘First Things 
First’ (1994), post-World War II modern-day time management evolved through these four 
generations (Nayab, 2011):  
 

1. First generation: Traditional and rudimentary approach based on clock-based 
reminders and alerts.  

2. Second generation: Planning and preparation of work schedules and events, and 
setting time-based goals.  

3. Third generation: Prioritizing tasks and events, and controlling tasks using 
schedulers. 

4. Fourth generation: Prioritizing tasks and events, but prioritizes based on 
importance of the task rather than the urgency, concentrating on efficient and 
proactive use of time management tools.  

 
Time management tools took on new meaning with the introduction of the Personal Digital 
Assistant (PDA) in 1993 (Buchanan & Cannon, 2011). While PDAs have for the most part 
disappeared, subsequent generations of digital tools; the smartphone, BlackBerry, and 
iPhone are earning their own places in the history of time management. 

 
References: 

Amazon (2012, May 18). Time management resources. Retrieved from www.amazon.com 
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Buchanan, L., & Cannon, D. (2011, June 16). 13 important moments in the history of time 
management. Business Insider. Retrieved from http://www.businessinsider.com/13-
important-moments-in-the-history-of-time-management-2011-6# 
 
Google (2012, May 18). Time management. In Google Search Engine. Retrieved from  

 http://www.google.com/ 
  

Nayab, N. (2011, August 11). Explore the history of time management. Bright Hub – The Hub 
for Bright Minds. Retrieved from 
http://www.brighthub.com/office/home/articles/76908.aspx 

 
Pausch, R. (2007). Last lecture: achieving your childhood dreams. Retrieved from 
http://www.youtube.com/watch?v=ji5_MqicxSo 
 
Pausch, R. (2007). Time management. Retrieved from http://www.youtube.com/watch?v 
=oTugjssqOT0 
 
Wikipedia (2012, May 18). Definition of time management. Retrieved from 
http://en.wikipedia.org/wiki/Time_management 

 
Wikipedia (2012, May 20). The seven habits of highly effective people.  Retrieved from 
http://en.wikipedia.org/wiki/The_Seven_Habits_of_Highly_Effective_People 
 

Needs Analysis:  
 

Time is a finite resource. We cannot increase or decrease its quantity, nor save it for later 
use but when time is gone, it is gone for good. Everyone has exactly the same amount of 
time each day, regardless of whether they are rich or poor, man or woman, parent or child.  
 
So, what is the problem we are asked to solve? William Penn provides the answer, “Time is 
what we want most, but what we use worst” (as cited in Latumahina, 2007). The problem 
with time is not with time itself, but in how we manage it. If we manage it well, we can 
spend more of our time doing things that are important and valuable to us (Sasson, 2008). 
On the other hand, if we manage it poorly, we will spend our time doing things that are 
unimportant and lacking value, and never getting to the things of importance and value.  
 
Using the quiz “How Well Do You Plan?” (Smith, 2001) members of this group project 
invited co-workers, family, friends, and acquaintances to answer six questions about 
planning, scoring their answers according to a modified Likert scale of ‘Never’, ‘Seldom’, 
‘Sometimes’, ‘Often’, or ‘Always’. A total of 72 adults completed the quiz, representing 
organizations in higher education, healthcare, banking and finance, engineering, local 
government, and family management. Results are as follows: 
 

 Terrible Planner – 1 respondent 
You should consider using new tools and processes to help you plan effectively. A great 
first step would be to take a time management course. 

 Below Average Planner – 8 respondents 
You may already have a planning system, but using it more effectively will help to 
reduce the stress and lack of control you feel in your life. 
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 Average Planner – 24 respondents 
Your planning system is working, but you can do better. You may need help focusing on 
priorities, dealing with urgent interruptions or writing your daily plan. 

 Above-Average Planner – 37 respondents 
Your planning system is working well.  Keep up the good work, with periodic reviews 
to be sure you’re planning around what matters most in your life. 

 Excellent Planner – or candidate for burnout? – 2 respondents 
You have mastered planning and should experience the serenity that comes from 
taking charge of your life.  But make sure you’re in control of your planning rather 
than letting it control you. 

 
Completing the quiz was an informal activity, used for non-scientific purposes. Individual 
names and scores have no bearing on the results and therefore are being kept confidential. 
While a combined total of 39 persons scored as ‘Above-Average Planner’ or ‘Excellent 
Planner’, nearly half of all respondents scored as ‘Terrible’, ‘Below Average’ or ‘Average’ 
Planners, indicating they may benefit by taking a time management course, using their 
planning systems more effectively, and increasing their focus on priorities, interruptions, 
and the writing of a daily plan. These time management strategies are frequently included 
in instructional programs.  
 
Having already asked the question, “Is time management or the lack thereof an instructional 
issue, performance issue, or both?”, members of this group project acknowledge instruction 
is required to introduce learners to time management concepts, skills, and strategies 
previously unknown to them. To address the performance issue, motivational strategies 
should be included in the planned instruction. While instructional interventions for time 
management may consist of face-to-face classes or e-learning content; a blended 
instructional approach, consisting of both face-to-face and e-learning instruction may be 
necessary to incorporate strategies addressing both the instructional and performance 
issues related to the problem of time management. 
 
References: 
 
Latumahina, D. (2007). 66 best time quotes organized by topics. Life Optimizer Personal 
Growth and Effectiveness. Retrieved from http://www.lifeoptimizer.org/2007/03/08/66-
best-quotes-on-time-management/ 
 
Sasson, R. (2008, May 20). Importance of time management. [Blog]. Success consciousness, 
awaken the wisdom and power within you. Retrieved from 
http://www.successconsciousness.com/blog/time-management/importance-of-time-
management/ 
 
Smith, H. (2001). How well do you plan? Academic Skills Center, Dartmouth College. 
Retrieved from http://www.dartmouth.edu/~acskills/success/time.html 

 
Learner Analysis:  

 
Continuing pressure in work and personal lives has led to time being viewed as a highly 
valuable resource.  With daily challenges of work, personal lives, family and school 
managing our time and fitting it all in is not easy.  As far as time management “the best 
starting place to improve your use of time is to determine the extent to which you control 
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the time available to you” (Mercer County Community Coll., 1992, p.5).  Time management 
is a challenge amongst most individuals.   
 
Our learners for time management will have the following general characteristics, which 
“are broad identifying variables such as gender, age, work experience, education, and 
ethnicity” (Morrison et al., 2011, p. 57): 

 Both male and female  
 Adult Learners enrolled in an educational program 
 Individuals at any age  

 
Our learners will also have the following personal and social characteristics: 

 Managing personal, professional, family, and/or and education simultaneously. 
 Have difficulty multi-tasking 
 Distracted easily 
 Cannot stay focused 
 Set unrealistic goals for themselves 
 Procrastinators 
 Have difficulty prioritizing 
 High stress levels 
 Do not set goals on a daily or weekly basis. 
 Disorganized 
 Lack self-discipline 

 
References: 

Bittman, M., & Ironmonger, D. (2011) Valuing Time: A Conference Overview.  Social 
Indicators Research, 101(2); 173-183.  

 
Mercer County Community Coll., T. J. (1992). Taming Your Time. 

 
Morrison, G. R., Ross, S. M., Kalman, H. K., & Kemp, J. E. (2011). Designing effective 
instruction (6th ed.). Hoboken, NJ: John Wiley & Sons, Inc. 
 

Performance Gap Analysis:  
 

Luckily “time is a finite process that is a finite resource, which is renewed every day” 
(Bittman & Ironmonger, 2011, p. 174).  Depending on how “wastefully it is used determines 
the progress, achievement and wellbeing of individuals, families, communities, and societies 
throughout the world” (Bittman & Ironmonger, 2011, p. 174). A performance gap is the 
difference between ones actual performance and the optimal performance one could expect 
from a task.  Performance gaps in time management mean that an individual is not making 
the best use of their time to accomplish everything at hand. 

 
Current Learner Performance: 

 Learner is not setting goals and daily expectations of what is to be done on a daily, 
weekly, monthly basis. 

 Learner is not versed in the time management skills to make sure they are using 
their time wisely. 
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Desired Learner Performance: 
 Learner will promote organization, focus, and multi-tasking to reach goals by 

keeping a positive attitude and using effective planning strategies. 
 Learner will apply time management strategies to ensure all tasks are managed. 
 Learner will make a list and set realistic goals for tasks that need to be completed. 
 Learner will use their time wisely and not procrastinate to complete tasks. 

 
Contextual Analysis:  
 

We have set up goals which will focus on the importance, utility, and positive ending result 
of this training module. We understand the need for better time management skills and 
therefore wish for the learner to be successful in managing their daily tasks in a very 
effective manner. The main goal is to teach the learner to work smarter, not harder. This 
training module will demonstrate how important and how different their day will progress 
if the right skills are provided; what kind of improvements the learner will demonstrate as 
they learn to manage their time effectively. This will also result in a better work quality 
(projects, assignments, tasks) and therefore positive changes in front of other peers and 
management. 
 
As we look at the instructional context, the training module will be delivered in a room, 
which will be made available by the organization; it is also expected that the room will 
accommodate about 20, with appropriate lighting and comfortable room temperature. The 
room will also be equipped with computers (if necessary for each individual), speakers, 
projector, color markers, a white board, and white blank paper for activities. The course will 
be offered during the summer, on a weekday, and we expect that a morning will work best. 
The course will take no more than one hour and offered for one day only.  
 
When considering the transfer context, we look at how this instructional module will be 
utilized by the learner in the future. Time management is something that will be beneficial 
to anybody who wishes to learn new skills on how to be more productive with their time 
and will be of value to the learner. The module will offer examples and exercises of how 
these skills can be transferred to any part of their lives (education, work, personal), but 
more specifically in their education, this is so they will be able to continually utilize them 
and therefore not lose what they learned. We will also provide references for future use so 
that they can frequently “check themselves” to see if they are correctly using their time or 
they need to revise and obtain new skills to improve. We want to ensure that this material 
will provide the learner with more tools so that they can be productive and successful not 
only in their education, but in anything they set to do. We will use this quote by Alan Lakein 
as a reflective thought: 

 
"Time is life. It is irreversible and irreplaceable.  

To waste your time is to waste your life,  
but to master your time is to master your life and make the most of it." 

-- Alan Lakein 
 

Unit Goals: 
 

1. Present a framework of time management and the importance of it for adult 
learners  

2. Provide with skills that will enable a better time management 
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3. Offer different exercises so the learner can have a deeper understanding of how to 
manage their time  

4. Present the use of technology as tools to better manage time 
5. Feedback at conclusion of module 

 
References: 

Conducting a Learner and Contextual Analysis (n.d.) Retrieved from 
http://wed.siu.edu/Public1/Courses/460/learner_contexutal_analysis/printer_friendly.ht
m on May 19, 2012 

 
Contextual Analysis (n.d.) Retrieved from http://iteach.saintleo.edu/InstructionalDesign/ 
Contextual Analysis.htm on May 19, 2012 

 
Goals of Instructions (n.d.) Retrieved from http://iteach.saintleo.edu/InstructionalDesign/ 
Instructional Goals.html on May 19, 2012 

 
Learner and Context Analysis (n.d.) Retrieved from 
http://www.itma.vt.edu/modules/spring03/instrdes/lesson5.htm on May 19, 2012 

 
Morrison, G. R., Ross, S. M., Kalman, H. K., & Kemp, J. E. (2011). Designing effective instruction 
(6th ed.). Hoboken, NJ: John Wiley & Sons, Inc. 

 
Topic analysis:  
 

The first topic is a positive attitude. By having a positive attitude, the learner is able to be 
optimistic and more productive. As the learner accomplishes goals, they should be 
rewarded in order to encourage productivity and increase the use of time management. 
 
Effective planning reminds the learner of what is important. As a result, they will prioritize 
what goals to accomplish in order to advance and achieve to the next level. Furthermore, 
the student learns to focus on one task at a time. If the student becomes overwhelmed, tasks 
are delegated to ensure that the task is completed on time in an efficient manner. 
 
Improvement allows the learner to increase their productivity and flexibility. Along with 
managing one’s time, the student must also learn to be flexible. Flexibility involves the 
ability to rearrange the priority rank of task and activities based on their need. When the 
learner has accomplished goals and incorporated flexibility, their self-confidence and self-
efficacy increases as they have learned to accept change and adapt. Flexibility and 
adaptation is a life skill, regardless of one’s career or occupation. 
 
We all yearn for success. Success is what makes an individual feel that they have 
accomplished a tedious task that seemed unmanageable in the beginning. In order to be 
successful, the learner must learn to cherish every moment of the process. In the beginning, 
the task may seem unbearable and the student may think of giving up. But if the learner 
takes that moment as a learning experience and build upon it, they learn how to cherish the 
difficult moment that they have overcame. Prioritizing activities is always a good notion. 
Moreover, setting deadlines and achieving them is a major accomplishment. Deadlines are 
mandatory in order to manage the amount of time being assigned to a particular activity. 
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We have decided to focus on time management for our 30-60 minute instructional module. 
Considering this, there are several categories that fall under time management which will 
be explored in the course project. Time Management has various facts, concepts, 
principles/rules, procedures and interpersonal skills which are involved as part of this 
acquired skill. While not all of these will be addressed in particular, they may be mentioned 
in the project in some aspect. 
 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Procedural Analysis  
 

TIME MANAGEMENT - ATTITUDE  
What does the learner do? Maintains an optimistic and upbeat attitude 

towards time management so they stay 
motivated to accomplish tasks. 

What does the learner need to know to do this 
step? 

One cannot be brought down by the 
multitude of tasks they must accomplish.  
The learner must know to take one task at a 
time and not to get overwhelmed.  

What cues inform the learner that there is a 
problem, the step is done, or a different step is 

When the learner sees results and 
accomplishes goals they will know that they 

Positive 
Attitude 

Effective 
Planning Improvement Success 

Be 
optimistic 

Reward 
yourself 

Remind 
yourself of 
important 

things 

Concentrate 
on one thing 

at a time 

Be flexible 
when 

necessary 

Increase in 
self-

confidence 

Get 
 satisfaction 
 out of every 

moment 

Prioritize 
activities and 

projects 

Delegate 
responsibilities, 

ask for advice 
when needed 

Set 
deadlines 

 and stick to 
them 
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needed? are utilizing the time management skills 
presented correctly.   
If the learner is not accomplishing their 
tasks they need to go back to the beginning 
and start over taking one task on at a time. 

 
 

TIME MANAGEMENT - PLANNING  
What does the learner do? Prioritizes tasks and evaluates them one at a 

time to determine which is most important. 
What does the learner need to know to do this 
step? 

Learner addresses the most important task 
first and addresses each task in descending 
order.  The learner must also know how to 
delegate tasks if they cannot get everything 
accomplished. 

What cues inform the learner that there is a 
problem, the step is done, or a different step is 
needed? 

The learner will know they are prioritizing 
correctly when they see their tasks being 
accomplished.  If tasks are not being 
accomplished the learner will need to go 
back and re-prioritize to address the issue.  

 
 

TIME MANAGEMENT - DEADLINES  
What does the learner do? Learner sets specific time frames associated 

with the tasks that need to be completed. 
What does the learner need to know to do this 
step? 

Learner needs to know how to budget their 
time so that each task gets addressed within 
the time frame allotted.  The learner must 
judge how much time each task will take so 
they do not a lot too much or too little to 
each task. 

What cues inform the learner that there is a 
problem, the step is done, or a different step is 
needed? 

If the learner does not complete the tasks 
within the deadline they will know they 
must go back and re-address the time 
constraints for each task.  If the task is 
completed within the time constraints they 
know they have met their deadline and can 
move to the next task. 

 
Instructional Objectives  
 

1. The learner will engage in time management instructional activities, motivating 
him/her to accomplish tasks as evidenced by a positive attitude towards the 
instructor and other participants. 
 

2. To prioritize and evaluate individual tasks, the learner will utilize a time 
management priority rating tool, determining which tasks are most important. 
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3. The learner will analyze individual tasks to construct specific time frames for 
completion based on the complexity of each task. 

 
Once all instructional objectives have been met, the need for instruction will be considered 
satisfied. 
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Design Document 

Sequencing Description: 
 

This sequence of instructional tasks is based on Posner and Strike’s “Learning-related 
sequencing” and the student-learning concept of ‘interest’ (Morrison, Ross, Kalman, & 
Kemp, 2011, p. 137). Each unit of instruction is an independent module, allowing the 
learner to complete modules of interest to him/her or according to the areas where he/she 
has identified their greatest areas of weaknesses with time management strategies. Specific 
time management strategies chosen for this sequence of instructional tasks are in part 
based on time management behaviors as identified in psychological theory and scholarly 
research compiled in a study by Hafner and Stock (2010). The same strategies for time 
management are also widely available on the internet. For example, a professional website 
called “Mind Tools” offers an extensive library of “essential skills for an excellent career” 
including over 40 skills for time management (www.mindtools.com). 

 
I. Time Management Strategy - Prioritizing 

A. Identifies four types of time management priority rating tools 
i. Paper based 

ii. Electronic device based 
iii. Computer software application 
iv. Web-based application 

B. Learner chooses time management tool best for him/her 
C. Identifies tasks and activities to be prioritized 
D. Prioritizes tasks according to importance 
E. Uses chosen time management tool to list and organize prioritized tasks  
F. Delegates tasks which can be performed by others 
G. Manages conflicting priorities 

 
II. Time Management Strategy - Scheduling 

A. Creates time in day for people, places, and things that matter 
B. Efficiently manages electronic files and emails 

i. Demonstrates flexibility by adjusting priorities, goals, and schedules as 
necessary 

 
III. Time Management - Self-Motivation 

A. Positive attitude - optimistic 
B. Aims for satisfaction with all activities 
C. Learner reminds self of important things in life 
D. Engages in time management activities which promote self-confidence 

 
References: 
 
Hafner, A., & Stock, A. (2010). Time management training and perceived control of time at 
work. The Journal of Psychology, 144(5), 429-447. Retrieved from 
http://ezp.waldenulibrary.org/login?url=http://search.ebscohost.com/login.aspx?direct=tr
ue&db=a9h&AN=52341878&site=ehost-live&scope=site 
 
Mind Tools (2012, May 21). Essential skills for an excellent career – time management. 
Retrieved from www.mindtools.com/pages/main/newMN_HTE.htm 
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Morrison, G. R., Ross, S. M., Kalman, H. K., & Kemp, J. E. (2011). Designing effective 
instruction (6th ed.). Hoboken, NJ: John Wiley & Sons. 

 
Instructional Message: 
 

A complete unit of instruction “begins with some form of an introduction that prepares the 
learner for learning the task” (Morrison et. al., 2011, p.176).  There are four different pre-
instructional strategies that can be used to introduce an instructional module: pre-tests, 
behavioral objectives, overviews, and advance organizer.  Tempus Design’s instructional 
modules on time management will include pretests and overviews. 

 
 

Strategy Function Content 
Structure 

Learner Task Attributes 

Pretests Before the learner 
starts instruction they 
will complete a pre-
test containing 
questions where they 
will do a self-
assessment of their 
current time 
management skills.   

The content of 
the pre-tests is a 
quiz where the 
answers carry 
specific weights 
to determine 
where the 
student stands 
with their time 
management 
skills. 

The learners here 
are adult learners 
who have difficulties 
managing their 
commitments.  The 
learner will think 
critically about how 
they currently use 
their time 
management skills 
and the areas where 
they can improve. 

The learner will 
have a good 
understanding of 
time 
management.   
The learner will 
have basic 
organization 
skills. 
The learner will 
understand the 
importance of 
time 
management in 
daily activities. 

Overviews Each module will have 
an overview at the 
beginning to give the 
learner a brief 
description of what to 
expect from the 
module.  

The content will 
be presented in 
short videos. 

The learners here 
are adult learners 
who have difficulties 
managing their 
commitments.  The 
learner will think 
critically about how 
they currently use 
their time 
management skills 
and the areas where 
they can improve. 

The videos will 
give the learner 
a brief overview 
and key points to 
focus on for each 
module. 

 
Reference: 
 
Morrison, G. R., Ross, S. M., Kalman, H. K., & Kemp, J. E. (2011). Designing effective 
instruction (6th ed.).Hoboken, NJ: John Wiley & Sons. 
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Strategies table  
 

Skills Strategies 
 
Concept          Strategies                         Initial Presentation 
                            and Generative Strategy         
Time management 
Instructional activities 
 

 Integration  Present the learner with 
concepts, definitions and 
examples of the best ways 
for time management. A 
video discussing the 
concepts will be utilized in 
this section and then. The 
learner then will discuss 
the topics presented in the 
video and what their 
understanding is. 

How to utilize time 
management tools 

Organizational Present the learner with 
discussions on the topic. 
Analyze the pros and cons 
of time management and 
how it relates to being 
productive.  

Analysis of tasks in relation 
to time management 

Elaboration Provide the learner with 
the concept name and 
definition of task analysis. 
Demonstrate how to relate 
this concept to time 
management.  

    
Text design  
 

Time Management seems to be an inevitable being or strenuous feeling that consumes the 
mind and sometimes the body. Regardless of whether an individual attends school, takes 
care of a family, works (full-time or part-time), or has other personal responsibilities, the 
management of time still haunts us. Let us think about this: How many times have any of us 
missed or almost missed an appointment, forgotten a class, ran late to class, late for work, 
and of course; the infamous forget to pick up that extra ingredient for tonight’s dinner? 
Time management, regardless of one’s age, is an inevitable part of life. The question is, how 
do we overcome the life monster of time? 

 
A. Set boundaries and limits 

a. Make the most of what you have 

(http://ogsrweb2.ucsd.edu/grad2grad/online/Spring_02/page1.htm) 

b. Make lists 

i. “big” lists (Time Management Techniques for Adult Students) 

ii. “the little” list (Time Management Techniques for Adult Students) 

iii. Delegate tasks (Time Management Techniques for Adult Students) 

1. Synchronize schedule with partner 
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2. Carpool 

3. Make Time for You!!!!!!!!!!!!! 

4. Exercise 

a. Relieves stress 

b. Provides energy and motivation 

B. Prioritize 

a. Get Organized (http://www.philly-adult-learners.com/wp-

content/uploads/2011/04/Peirce-College-Organizing-Time.pdf) 

b. Write things down 

i. Calendar 

ii. Smartphone 

iii. Alarm 

c. Create Personal Filing System 

i. Label by date 

ii. Courses taking 

iii. Purchases (bills) 

iv. Meeting topics (work) 

 

C. Communicate with those around you 

a. Have a “good friend” to vent to 

(http://www.cleverdude.com/content/managing-work-life-and-school-for-

graduate-students/) 

b. Put family obligations on hold 

i. Delegate time for studying 

ii. Explain that during certain days at a certain time, the house should be 

silent with limited noise 

iii. Be positive 

1. Brings optimism 

2. “think outside of the box” 

(http://ogsrweb2.ucsd.edu/grad2grad/online/Spring_02/p

age1.htm) 

3. Don’t try to be perfect 

(http://www.cleverdude.com/content/managing-work-life-

and-school-for-graduate-students/) 

4. It will eventually end 

a. Take one day at a time 

b. Avoid stress and worrying 

Multimedia Design 
 

Today’s technology provides us with many tools and information which are available to 
anyone who is interested. On our topic of time management there are many specialists in 
the field as well as individuals who continually face time management issues and wish to 
share their best practices with the world.  
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Having or learning the perspective of different people in other parts of the world as well as 
different fields of expertise will present a more engaging picture as well as stimulating 
when looking at alternatives and tools to better manage time. Also, the blogs are always 
available and easy to access for practice and exercises during the presentation of the 
instructional module.  
 
Since technology has increased the availability and capabilities of interactive media 
YouTube is another multimedia tool that we will be utilizing.  “Research has shown that 
computer-based instruction enhances learning and fosters positive attitudes toward 
instruction, as well as offers the opportunity for conceptual understanding through 
visualization” (Fralinger & Owens, 2009, p. 15).  Studies show that “student achievement 
improves when visual cues properly designed and positioned are integrated into 
instruction” (Fralinger & Owens, 2009, p. 15).    
 
YouTube videos are created by our peers, experts, or even other colleges from all over the 
world.  YouTube allows for individuals to unite, educate, and motivate others through 
videos that have been designed posted for us to view.  YouTube is a stage for sharing 
original videos with others that are interested in the same subject matter.  YouTube videos, 
like blogs, are easily accessible to everyone and can easily be integrated into our 
instructional module. 
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Development Guide 

Instructional materials 
 

This instructional design project utilizes a variety of instructional materials to meet the 
stated objectives and maintain the interest of the learners. A handout will be created and 
distributed to all learners providing a list of time wasters and time savers. This handout will 
be used during the group presentation as an overview of the Time Management concept.  
 
‘YouTube’ videos will be utilized during the group presentation to provide learners with 
audio/video examples of time management strategies, enabling learners to see, hear, and 
comprehend the concepts being presented. Understanding the phrase, not ‘reinventing the 
wheel’ if it is not needed, and instead re-using existing resources is one way instructional 
designers reduce the cost of instructional design.  
 
While there is no doubt Microsoft PowerPoint is often over-used and misused, it 
nevertheless when used in moderation, offers visual affirmation of the content being 
verbally presented by the instructor. PowerPoint 2007 and 2010 versions include easy-to-
use commands for inserting video clips into individual slides. In addition, its ability to 
access external web sites while in Slide Show mode enables the instructional designer to 
compile all relevant web site resources in one location, systematically moving from one web 
site link to another without distracting the learners. Likewise, while a flip chart and 
markers are great tools for small groups and small classrooms, content compiled on 
PowerPoint slides is visually presentable to all learners in small and large groups as well as 
small and large classrooms. This instructional design project will use PowerPoint in 
moderation to compile the video clips, web site links, and bullet points of essential concepts 
presented to the learners in a group presentation. 
 
In addition to using instructional materials for group presentations, this module also plans 
to utilize a self-paced instructional resource in the form of a questionnaire to assess each 
learner’s current level of productivity. The benefits of pretesting include: “showing learners 
what they do and do not know about the topic, providing learners and the instructor with a 
baseline of where the program should begin, and arousing learners’ curiosity and interest 
thereby motivating them to participate in the learning event” (Morrison, Ross, Kalman, & 
Kemp, 2011, p. 293-294). 
 
Reference:  
 
Morrison, G. R., Ross, S. M., Kalman, H. K., & Kemp, J. E. (2011). Designing effective 
instruction (6th ed.). Hoboken, NJ: John Wiley & Sons. 

 
Developing sample instructional materials  
 

As part of the module there will be materials to be utilized which will support the 
information presented to the learners. There will be an activity which we have put together 
in the form of a brochure. Here is the draft we are currently working on: 
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Time Management 
Congratulations!  By identify ing the time 

w asters in your life you have taken the 

first step tow ards effective time manage-

ment.  It is time to take the time w asters 

you have identified and turn them into time 

savers.  Prioritization, organization, and 

planning are all key aspects to effective 

time management.  Set a w eekly or monthly 

schedule outlining your assignments and 

commitments.   Discuss w ith your class-

mates effective time management tasks 

and how  they should be implemented into 

your daily activ ities.  Effective time man-

agement w ill help you to juggle all the tasks 

you have in an efficient manner. 

Making Changes 

Tempus Designs Unlimited 

Instructional Design 
A man who dares to waste one 

hour of life has not discovered the 

value of life.  

~Charles Darwin Phone:  555-555-5555 

Fax:  555-555-5555 

E-mail:  someone@ example.com 

Primary Business A ddress 

Your Address Line 2 

Your Address Line 3 

Your Address Line 4 

Tempus Designs Unlimited 
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The second activity is a questionnaire which we are working on obtaining permission to 
utilize. We have sent the request to the organization (Mind Tools) so we expect to receive 
permission to utilize the document sometime next week. This document is called: How 
Productive Are you?  

 

 
How Productive Are You? 

Instructions: 

For each statement, click the button in the column that best describes you. Please answer questions as you actually 
are (rather than how you think you should be), and don't worry if some questions seem to score in the 'wrong 
direction'. When you are finished, please click the 'Calculate My Total' button at the bottom of the test.  

Question 
Not 

at all 
Rarely 

Some 
times 

Often 
Very 
Often 

1 I use the leverage of other people's time to 
work efficiently.      

2 I organize my day to take advantage of 
natural highs and lows in my energy and 

motivation. 
     

3 I actively look for ways to improve the flow of 
my work, and the way that I approach tasks.      

4 I can maintain focus on one task for a 
significant period of time.      

Time is finite thus w e must make the most 

of our days to make sure w e complete the 

tasks at hand.   

The best w ay for us to manage our time is 

to identify the things that 

save us time as w ell as 

those that w aste our time.   

The object of this exercise 

is to brainstorm w ays to 

make our time more effec-

tive.  Brow se through the list 

of time w asters and deter-

mine how  many you do right 

now .  Brainstorm w ith your 

teams on how  to turn these 

time w asters into time sav-

ers.  Use the time savers list 

to determine how  to change 

the time w asters into time 

savers. 

Time Wasters 

1. Cramming for tests 

2. Procrastination 

3. Distractions (phone, tv, etc) 

4. Over-committing yourself 

5. Too tired to do w ork 

6. All w ork and no play  

7. Indecisive 

8. Disorganized 

9. Not prioritizing 

10. Unnecessary errors 

11. Interruptions 

12. Overcomplicating tasks 

13. Feeling overw helmed 

14. Afraid of failure 

15. Self doubt 

 

 

 

Time Savers 

1. Set realistic goals 

2. Break large tasks into smaller ones 

3. Study for set periods of time so 

you do not get bored 

4. Set obtainable goals 

5. Prioritize your tasks 

6. Designate a study area to do w ork 

7. Do homew ork w hen you have the 

most energy 

8. Schedule time for yourself! 

9. Rew ard yourself w hen you meet a 

deadline 

10. Ensure every task has a purpose 

11. Do it right the first time 

12. Know  exactly w hat is expected 

13. Believe in yourself 

14. Make tasks interesting 

15. Use your free time w isely 

Managing Time 

I must govern 

the clock, not 

be governed 

by it. 

~Golda Meir 

W ork is 

hard.  

Distractions are plentiful.  And 

time is short. 

`Adam Hochschild 

 

You may delay but time will not. 

~Benjamin Franklin 
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5 I spend lots of time looking for information or 
documents, or locating missing items.      

6 I actively look for ways to avoid wasting time 
and effort – both for myself and for my team.      

7 I multitask regularly. 
     

8 I use the talents, time, and expertise of other 
people on my team to help get the work 

done. 
     

9 I use techniques like skimming and note 
taking to identify the key points from the 

documents that I receive. 
     

10 I use a formal tracking system to understand 
how I spend my time.      

11 I have a clear plan for dealing with 
disruptions and interruptions.      

12 The volume of correspondence and 
documentation that I receive on a daily basis 

overwhelms me. 
     

13 I delay difficult or unpleasant tasks until the 
last minute – or until the issue disappears on 

its own. 
     

14 To ensure that things are done right, I keep 
close track of the activities and decisions of 

others on my team. 
     

15 I find that my mind wanders, and it's hard to 
concentrate for long.      

16 I do all of the tasks that are assigned to me, 
and hope that I can keep up with the volume 

of work. 
     

                                                                                                            Total = 

 

Score Interpretation 

Score Comment 

16-36 

You have some work to do to become more productive. It's inefficient 
simply to fill your day with tasks or to try to do too much without 
considering your limits and priorities. Use the information and 

resources below as your motivation to work smarter, not harder. The 

good news: you'll soon be accomplishing very much more, in less time. 

37-58 

You're on the right track with your productivity efforts, and you probably 
get your most important work done. However, you could be more 

productive. Use the productivity techniques and resources outlined 
below to become more productive and efficient in your daily life. 

59-80 

Fantastic! You have a clear understanding of your priorities, and you 
use your time to maximize your output. You also think about how to 

use leverage to get the most from your time, and to use it to the 
organization's advantage. This makes you a real asset. Where 

appropriate, use the resources below to continue to build on and 

improve your productivity skills. 

This quiz highlights five key elements of working productively – organization, attitude, delegation, information 
integration, and effective use of systems. We'll look at these key areas below. By increasing your performance and 

http://www.mindtools.com/pages/article/productivity-quiz.htm#Explanation
http://www.mindtools.com/pages/article/productivity-quiz.htm#Explanation
http://www.mindtools.com/pages/article/productivity-quiz.htm#Explanation
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effectiveness in these areas, you'll accomplish more in your day. You'll also begin to understand where to focus your 
time and energy to improve your productivity, and get better results.  

Organization  

(Questions 2, 5, 7, 10) 

The first step in any productivity improvement plan is to get organized. Think about how to arrange your physical 
space so that it helps, rather than hurts, your performance. Messy desks and drawers affect your productivity 
because you spend valuable time searching through piles of documents, instead of doing high-value activities. 
Learning how to be organized is an art, and you need to work on it every day. From organizing email to 

organizing your files, there are many great systems that can help you order your working environment.  

Organization also involves self-awareness, and becoming aware of how you spend your time is essential for 
improving productivity. An Activity Log shows you exactly where you use your time well and where you waste time 
handling low-priority work, interruptions and distractions. Activity logs also uncover whether you rely on multitasking: 
doing more than one thing at a time actually decreases productivity.  

Self-awareness also helps you to understand when you do your best work. Some people do their best work early in 
the morning, and others aren't fully productive until the afternoon or evening. Understanding your work pattern 
preferences will help you schedule important priority tasks for the times of day when you perform the best. Our article 
Is This a "Morning Task"? explores this in more detail. 

Attitude  

(Questions 4, 11, 13, 15) 

The next part of improving productivity is related to your attitude and approach to your work. Self-motivation is very 

important if you want to maximize your productivity. Learn what motivates you to do your best work – and then create 
the best environment possible so that you to do so. Also, when you create an environment that supports productivity, 
you can get "in flow." This is a state that allows you to focus intensely on your work to achieve incredible results.  

To get into this high-productivity zone, you must also minimize or eliminate disruptions. Have a plan for managing 
interruptions, managing your stress, and improving your concentration. As you take positive steps to control your 

time and schedule, you'll likely reduce your stress, which will allow you to experience more positive energy. This is 
essential for getting "in flow", so that your whole productivity plan supports and improves itself once you get started.  

Your mindset is fundamentally important for increasing productivity and improving overall time management. Think 
positively, and take small actions to improve your performance. This will give you the motivation and inspiration that 
you need to continue moving forward with your plan. Start now by adopting a positive perspective, and by believing 

that you can, indeed, be productive and accomplish your goals. 

Delegation  

(Questions 1, 8, 14) 

Being productive is not a lone sport. To be truly productive in a work setting, you must rely on your team to help you. 
That's why work teams are the preferred way to reach goals – together, you can achieve much more than with the 
single efforts of individuals.  

To use the power of teamwork, you must know how to delegate effectively. Delegating isn't simply having others do 
your work – successful delegation ensures that the right person performs the task, regardless of who is ultimately 

responsible for getting it done. When people are able to work on their high-priority tasks, then everybody – and your 
organization – wins. If you spend too much time doing work that other people could do, and you have no time to 
make progress on your own key objectives, then you need to reevaluate who should be doing what on a regular 
basis.  

http://www.mindtools.com/pages/article/newHTE_76.htm
http://www.mindtools.com/forums/viewtopic.php?t=788
http://www.mindtools.com/pages/article/newHTE_85.htm
http://www.mindtools.com/pages/article/newHTE_03.htm
http://www.mindtools.com/pages/article/newHTE_75.htm
http://www.mindtools.com/pages/article/newHTE_79.htm
http://www.mindtools.com/pages/article/newHTE_74.htm
http://www.mindtools.com/pages/article/newHTE_86.htm
http://www.mindtools.com/pages/article/newHTE_94.htm
http://www.mindtools.com/pages/article/newHTE_94.htm
http://www.mindtools.com/pages/article/newHTE_78.htm
http://www.mindtools.com/pages/article/newTCS_06.htm
http://www.mindtools.com/pages/article/newLDR_98.htm
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Delegating effectively means providing sufficient support and resources so that another person can complete the job 
well. It doesn't mean micromanaging the process and checking every 10 minutes that things are being done right (in 

other words, "your way"). To delegate successfully, learn how to let go and trust people to do what must be done. 
When you do this on a regular basis and build a team of people who all help one another as needed, your productivity 
levels will increase radically. 

Information Integration  

(Questions 9, 12) 

Your productivity will also increase when you master how to identify and use information quickly. Emails, memos, 
trade magazines, published studies, status reports, operating statistics, financial results – these are just some of the 
information categories that you may receive on a regular basis. If you try to read each of these in detail, it might take 
a day or more each week! 

So, look at strategies for overcoming information overload. You must approach information with a critical mind. 

What do you need to know? What type of information will a particular document provide? How will you use this 
information to improve the way that you work? Your answers to questions like these will help you determine the level 
of detail you need from each document. You may simply be able to ignore some items, or quickly skim topics and 
headings of others. Use these and other active reading strategies to help you reduce the time that you spend 

dealing with information and documentation.  

If you must read a lot of information in detail, learn how to speed read. Our article on the subject reviews several 

ways to read material quickly, and you can practice speed reading on your own. If you process and integrate 
information quickly and effectively, it will help you work more productively. 

Productive Systems 

(Questions 1, 3, 6, 16)  

Finally, to increase your productivity, improve the way that you and your team work. 

Improving organizational systems not only helps you accomplish more – it can also help your organization leverage 

its assets effectively, to achieve its objectives and be more successful. Consider continuous improvement through 
practices like Kaizen and other techniques like Kanban and Job Analysis. These will encourage you to look at 
everyday tasks, processes and practices, and review how you can do things better. Also, learn from lean 
manufacturing approaches, and ask "How can we do what we do with less waste?"  

Whether it's reducing bottlenecks in a process or running meetings more effectively, anything that contributes to 

a more efficient work environment will ultimately make you more productive. 

Key Points:  

No matter how well you're performing right now, you can almost always improve productivity. When you're more 
productive, you contribute strongly to the overall success and profitability of your organization. And it feels good to be 
in control of your time, and know that you can produce the results that are expected of you.  

To be more productive, get organized, have the right attitude, manage information you receive effectively, and 
actively seek ways to improve your working systems. Taking this approach will help you to increase your personal 
productivity and effectiveness. 
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Delivery methodology 
 

We will be combining web-based instruction with face-to-face interaction. The presentation 
will be a combination of YouTube videos, pre-test, handouts, and other forms of media that 
will assist in the development of time management materials. Before the presentation, 
students will be given a pre-test. The purpose of the pre-test is to assess the student’s 
strengths, weaknesses, and prior knowledge. Based on the students test scores, we can 
determine the “pace” of the presentation as well as the materials that should be the focal 
point for the presentation.  For example, if a student is aware of the definition of time 
management, and how it should be incorporated into one’s daily life, but has a weakness of 
prioritizing, then the presentation would begin with the definition of prioritizing and how it 
should be incorporated into daily life. The YouTube videos would be a very informative and 
engaging media because it would combine real-life or personal experiences and would 
eliminate the instructor boring the students.  
  
There are various forms of web-based instruction to incorporate in the presentation. It 
provides the sense of being in a traditional classroom, even though it is online. The benefits 
of web-based instruction is that students can attend class without having to be in an actual 
classroom, regardless of where students reside, they are able to interact with others 
globally or internationally, and regardless of the students personal responsibilities, they are 
able to glean and contribute to a learning environment. With every form of media, there is a 
downside. The downside to web-based instruction could be that a student may have 
difficulty with internet connection, the school’s system may be down or experiencing 
technical difficulties, the hardware or software requirements for the course may be too 
expensive to the school or student. As a result, the team believes that a blend of web-based 
instruction and face-to-face interaction would be the best approach. 
  
Face-to-face interaction provides the opportunity for students to obtain an education in 
“real-life”. Students are able to ask questions and receive feedback from the instructor and 
peers in a face-to-face discussion. When speaking with others face-to-face, individuals are 
able to grasp the concept more quickly and easily because the dialogue is more engaging, 
and eliminates interruptions such as technical difficulties or schedule conflicts. Everyone 
(students and the instructor) are in the same room and can assist each other in a matter of 
seconds or minutes, as opposed to days or hours when doing web-based instruction. 
Sometimes, we have a quick question or two to ask a peer and in the classroom, those 
questions can be addressed sooner as opposed to forming a discussion through the web and 
waiting for a reply. Technology has evolved over the past years and has contributed to the 
American education. By combining web-based instruction with face-to-face interaction, 
students would be receiving the best of both worlds. 

 
Reference: 
 
Morrison, G. R., Ross, S. M., Kalman, H. K., & Kemp, J. E. (2011). Designing effective instruction 
(6th ed.). Hoboken, NJ: John Wiley & Sons, Inc. 
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Instructional Plan Table 
 

Learning Objective  
 

1.1: The learner will engage in time management instructional activities, motivating 
him/her to accomplish tasks as evidenced by a positive attitude towards the instructor and 
other participants. 
 
Content Presentation 
 
Content:  
 
The learner will be presented with concepts and definitions on time management. They will 
also learn the advantages of managing their time as well as seeing examples of the 
difference between time wasting and time saving. 
 
Demonstration: 
 

1. There will be a short lecture on what time management is 
2. There will be a video on the advantage of learning time management skills and how 

this can be accomplished 
3. There will be examples presented in order to compare what is a time waster and 

what is a time saver 
4. There will be a demonstration on what to improve and change in order to better 

manage time  
 
Materials and Media Selection: 
 
A quiz will be utilized so the learner can understand how productive they are. There will 
also be a video introducing the topic. Handouts will also be distributed to each learner. 
 
Student Participation 
 
Student Grouping: 
 
Learners will mainly be working individually. There will be group discussions on activities 
at a later point in the module. 
 
Practice Items and Activities: 
 

1. The learner will watch a video on understanding better time management 
2. The learner will perform a self-evaluation on productivity 
3. The self-evaluation will be discussed in the group 

 
Feedback 
 
The learner will be able to provide feedback, ask for clarification on any topics during the 
presentation. The instructor will also continually interact with the learner both during 
individual and group activities.  
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Learning Objective  
 
1.2: To prioritize and evaluate individual tasks, the learner will utilize a time management 
priority rating tool, determining which tasks are most important. 
 
Content Presentation 
 
Content:  
 
Learners will be introduced to four types of time management priority rating tools: 1) Paper 
based; 2) Electronic device based; 3) Computer software application; and 4) Web based 
application. Using the priority rating tool of their choice, they will identify tasks and 
activities to be prioritized by determining which tasks are most important. 

 
Demonstration: 
 

1. Learners will be given a short introduction on the topic: Time Management Priority 
Rating Tools. 

2. Learners will be shown a short PowerPoint slide show in a group setting, consisting 
of embedded video clips and web sites on the four types of priority rating tools. 

a. Paper based 
i. Day Timer – Student Planner: instructor will provide physical 

example; learners will view 1.5 minute video clip from YouTube, 
Time Management Tips for Students – Day Timer 
(http://www.youtube.com/watch?v=taEB2WU-TMI). 

ii. Four Quadrants by Stephen Covey: Learners will view a 2.5 minute 
video clip with Randy Pausch, Professor at Carnegie-Mellon 
University, demonstrating how he uses the four quadrants as a time 
management strategy 
(http://www.youtube.com/watch?v=oTugjssqOT0). 

b. Electronic device based  
i. Learners will view information for Priority Matrix, a priority rating 

tool for iPhones, iPads, Mac 05 X, and Windows platforms 
(http://www.appfluence.com/). 

c. Computer software application 
i. Learners will view a short demonstration for using a Microsoft 

Outlook 2010 calendar and an Excel Task Prioritization 
spreadsheet.  

d. Web based application 
i. Learners will view information for www.todolist.com. 

3. Instructor will use informal polling to assist learners with identifying which type of 
priority rating tool is best for them. 

4. Learners will be given access to individual computers in a computer lab to practice 
using a sample priority rating tool. 

5. Learners will be led by instructor in group brainstorming activity for effective 
prioritizing then create their own handout listing Five Tips for Effective 
Prioritizing for Students, and email it to themselves.  

6. Instructor will be prepared for brainstorming activity by creating their own list of 
tips for effective prioritizing. 

 
Materials and Media Selection: 
 

1. Day Timer Student Planner for demonstration 
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2. PowerPoint note pages handout, three slides per page with room to take notes 
3. YouTube video clips 
4. Web sites 
5. Microsoft Outlook 2010 and Excel 2010 software applications 
6. Flip chart and markers 
7. Email application used by each learner 

 
Student Participation 

 
Student Grouping: 
 
Learners will participate in face-to-face group setting for some of the activities and perform 
other activities individually using computers in a computer lab. 

 
Practice Items and Activities: 
 

1. Learners will watch and listen while instructor gives short introduction to the topic. 
2. Learners will watch and listen while instructor presents information on time 

management priority rating tools. 
3. Learners will actively participate in informal polling which type of priority rating 

tool is best for them. 
4. Learners will use individual computers in a computer lab to practice using a sample 

priority rating tool. 
5. Learners will actively participate in group brainstorming activity for effective 

prioritizing, creating their own handout listing Five Tips for Effective Prioritizing 
for Students, and emailing it to themselves.  

 
Feedback 

 
Learners will give feedback to the instructor regarding their interpretation and application 
of the content presented. The instructor will be observant of learners’ verbal and non-
verbal cues to gauge comprehension of the content. 

 
Learning Objective  

 
1.3: The learner will analyze individual tasks to construct specific time frames for 
completion based on the complexity of each task. 

 
Content Presentation 

 
Content:  

 
Learners will be introduced to a five-step process for effective scheduling. Using this five-
step process, they will create a daily prioritized schedule for a full week of time.  

 
Demonstration: 
 

1. Learners will be given a short lecture on the five-step process for effective 
scheduling. 
Step 1: Identify the time you have available. 
Step 2: Block in the essential tasks you must carry out to succeed as a student and in 

your job. 
Step 3: Schedule in high priority urgent tasks and vital “house-keeping” activities. 
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Step 4: Block in appropriate contingency time to handle unpredictable 
interruptions. 

Step 5: In the time that remains, schedule the activities that address your priorities 
and personal goals (MindTools, 2012, June 3). 

2. Learners will be given an example of the five-step process from the students’ 
perspective. 

3. Learners will be given access to individual computers in a computer lab to 
individually create their own version of a daily schedule.  

4. Learners will email their daily schedule to themselves. 
 

Materials and Media Selection: 
 

1. Two PowerPoint slides; one presenting the five-step process and the second one 
presenting the student example of the five step process. 

a. Alternative: Flip chart and markers is an optional strategy for presenting 
this information in small groups. 

2. PowerPoint note pages handout, three slides per page with room to take notes. 
3. Email application used by each learner. 

 
Student Participation 

 
Student Grouping: 

 
Learners will participate in face-to-face group setting for most of this activity; performing 
the email activity individually using computers in a computer lab. 

 
Practice Items and Activities: 
 

1. Learners will watch and listen while instructor presents content on the five-step 
process for effective scheduling. 

2. Learners will watch and listen while instructor presents content on the example of a 
five-step process for students. 

3. Learners will actively participate in creating their individualized version of a daily 
schedule using computers in a computer lab. 

4. Learners will actively participate by emailing their daily schedule to themselves. 
 

Feedback 
 

Learners will give feedback to the instructor regarding their interpretation and application 
of the content presented. The instructor will be observant of learners’ verbal and non-
verbal cues to gauge comprehension of the content. 

 
Reference: 

 
Mind Tools (2012, May 21). Effective scheduling. Retrieved from 
http://www.mindtools.com/pages/ article/newHTE_07.htm 
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Implementation Plan and Facilitator Guide 

Section I: Unit Overview 
 
Background and goals of instructional module 
 

Despite having access to a large volume of time management resources, people frequently 
make comments referring to a lack of time, busy schedules, or needing to improve their 
time management skills. Many people verbalize needing to improve their time management 
skills yet often do not follow through or do not know how to make the necessary changes. Is 
time management or the lack thereof an instructional issue, performance issue, or both?  

 
Evolution of time management  

 Benjamin Franklin’s ‘pursuit of order’ 
 Thomas Jefferson’s clock with three dials for hours, minutes, and seconds to 

schedule household chores  
 Catherine Beecher’s book teaching young women to avoid wasting time, thereby 

having more time for education  
 Industrial Revolution’s changes to the way time was marked and managed 
 Peter Drucker’s time management strategies for executives 
 Day Timer’s personal planning systems 
 Stephen Covey’s ‘The Seven Habits of Highly Effective People’, principled-centered 

approach based on doing the right things  
 Time management tools 

o Personal Digital Assistant (PDA) 
o Smartphone 
o BlackBerry 
o iPhone 

 
What is the problem we are asked to solve? William Penn provides this answer, “Time is 
what we want most, but what we use worst”. The problem with time is not with time itself, 
but in how we manage it. Nearly half of respondents completing the informal quiz, ‘How 
Well Do You Plan?’ scored in a range indicating they may benefit by taking a time 
management course. 

 Current learner performance 
o Learner is not setting goals and daily expectations. 
o Learner is not versed in time management skills to use time more wisely. 

 Unit goals 
o Present a framework of time management and the importance of it in all 

fields. 
o Provide the learner with skills that will enable him/her to improve their 

management of time. 
o Present the use of technology as tools to better manage time. 
o Feedback at the conclusion of the module. 
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Introduction to the unit 
 

Definition: Time Management is “the act or process of planning and exercising conscious 
control over the amount of time spent on specific activities, especially to increase 
effectiveness, efficiency, or productivity.”  
 
Using a blended instructional approach of face-to-face and e-learning instruction, strategies 
will be incorporated to address both the instructional and performance issues related to the 
problem of time management. This unit of instruction addresses these components of time 
management: 

 Concepts and definitions of time management 
 Time wasters and time savers 
 Motivation 
 Time management priority rating tools 
 Effective scheduling 

 
Intended learner audience  
 

This unit on time management is designed for adult learners, both male and female of any 
age, enrolled in an educational program such as undergraduate or graduate studies.  

 Learners may have one or more of these characteristics: 
o Managing personal, professional, family, and/or educational responsibilities 

simultaneously 
o Difficulty with prioritizing, multi-tasking, setting realistic goals, and/or 

staying focused 
o Easily distracted 
o Procrastination 
o High levels of stress 
o Disorganized 
o Lacking in self-discipline 

 
Learning objectives 
 

 The learner will engage in time management instructional activities, motivating 
him/her to accomplish tasks as evidenced by a positive attitude towards the 
instructor and other participants. 
 

 To prioritize and evaluate individual tasks, the learner will utilize a time 
management priority rating tool, determining which tasks are most important. 
 

 The learner will analyze individual tasks to construct specific time frames for 
completion based on the complexity of each task. 

 
Structure of this guide 
 

 Table of Contents.docx 
 About This Guide.docx 
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Section II: Pre-workshop Planning 

Preparing participants  
 

Preparing the students for our time management module will consist of each student taking 
a pre-test to determine the areas of time management that they need to improve upon. It is 
important for each learner to understand the concept of time management or at least have 
an idea of what time management consists of. The learner will also think about what areas 
of time management they can improve on before taking the module.  Learners will need to 
have an idea of their strengths and weaknesses in regards to time management. The pre-
test will assist with this. The learner will need to bring the appropriate materials for taking 
notes during the presentation. The learner has chosen to take this instructional module 
because they want to improve on their skills. The learner will also need to understand that 
time management plays an important role in their day-to-day activities. It is also important 
that participants understand the concept of time.   

 
The facilitator of the module must make any necessary copies of handout material for each 
participant. The facilitator must also arrive early to set up the room and ensure that all 
necessary equipment is working correctly and all supplies are prepared. Any internet 
connections need to be checked to ensure they are working properly.   

 
Student Groupings  
 

The module will be presented in a face-to-face group setting with students working 
individually.  Students will use computers when necessary.  During discussions students 
will interact with the facilitator as well as other participants to obtain answers to questions 
they have on the material.   

 

Giving participants advance information 

Participants will not be given any materials ahead of time.  All handouts will be given during 
the module.   

 
Section III: Instructional environment, equipment, and materials 
 
Considerations for the delivery environment 
 

The training module will be delivered in a room, which will be made available by the 
organization or company; it is also expected that the room will accommodate about 20, with 
appropriate natural and/or artificial lighting as well as comfortable room temperature. The 
course will be offered during the summer, on a weekday, and we expect that a morning will 
work best. The course will take no more than 45 minutes and offered for one day only.  
 

Equipment and materials 
 

The room will have to be equipped with computers with internet connection (if necessary 
for each individual), speakers, projector, color markers, a white board and white blank 
paper for group activities.  
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Handouts and media support 

There will be a video which will be utilized to introduce the topic as well as a self-test in 
time productivity which the learner will either access online or will be presented in a 
handout (copyright permission requested). A complete handout will also be presented to 
the learner which will include the outline of the instructional module, objectives and 
additional space for taking notes. Other group exercises will be presented and discussed in 
the classroom and will be as handouts or online. There will be another group activity in 
which the learner will discuss in group how to convert time wasters into time savers. At the 
end of the module there will be another self-test as well as an evaluation to determine how 
successful the module was.  

 
Section IV: Instructional Delivery and Sequencing 

Overview of lesson 

This lesson focuses on time management, in particular, for adult learners. The learner will 
participate in time management instructional activities, monitored by the facilitator, to 
motivate the student to accomplish tasks as evidenced by a positive attitude towards the 
instructor (facilitator), other participants, and themselves. The learner will be presented 
with concepts of time management, examples of time management, participate in group 
discussions, prioritize and evaluate their individual tasks (using a time management 
priority tool), individually perform activities on the computer, and participate in a five-step 
process for effective scheduling. This lesson will also consist of various forms of media to 
assist and engage the learners in evaluating their effective use of time and developing 
simple time management strategies. 

 
Sequence of activities 
 

 Content presentation 
o Demonstration 

 Student participation 
o Student grouping  
o Practice items and activities 

 
Step-by step process 
 

 Content Presentation 
o The learner will be presented with concepts and definitions on time 

management.  
o They will also learn the advantages of managing their time as well as seeing 

examples of the difference between time wasting and time saving. 

 Demonstration 
o There will be a short lecture on what time management is 
o There will be a video on the advantage of learning time management skills 

and how this can be accomplished 
o There will be examples presented in order to compare what is a time waster 

and what is a time saver 
o There will be a demonstration on what to improve and change in order to 

better manage time  
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 Student participation and grouping 

o Learners will mainly be working individually.  
o There will be group discussions on activities at a later point in the module. 

 Practice Items and activities: 
o The learner will watch a video on understanding better time management 
o Completes a self-evaluation on productivity 
o The self-evaluation will be discussed in the group 

 
 Content Presentation 

o Learners will be introduced to four types of time management priority 
rating tools: 

1. Paper based 
2. Electronic device based 
3. Computer software application 
4. Web based application.  

o Using the priority rating tool of their choice, they will identify tasks and 
activities to be prioritized by determining which tasks are most important. 

 Demonstration 

o Learners will be given a short introduction on the topic: Time Management 
Priority Rating Tools. 

o Learners will be shown a short PowerPoint slide show in a group setting, 
consisting of embedded video clips and web sites on the four types of 
priority rating tools. 

o Paper based 
 Day Timer – Student Planner: instructor will provide physical 

example; learners will view 1.5 minute video clip from YouTube, 
Time Management Tips for Students – Day Timer 
(http://www.youtube.com/watch?v=taEB2WU-TMI). 

 Four Quadrants by Stephen Covey: Learners will view a 2.5 minute 
video clip with Randy Pausch, Professor at Carnegie-Mellon 
University, demonstrating how he uses the four quadrants as a time 
management strategy 
(http://www.youtube.com/watch?v=oTugjssqOT0). 

 Electronic device based  
 Learners will view information for Priority Matrix, a priority rating 

tool for iPhones, iPads, Mac 05 X, and Windows platforms 
(http://www.appfluence.com/). 

 Computer software application 
 Learners will view a short demonstration for using a Microsoft 

Outlook 2010 calendar and an Excel Task Prioritization 
spreadsheet.  

 Web based application 
 Learners will view information for www.todolist.com. 

 Learners will be led by instructor in group brainstorming activity for 
effective prioritizing then create their own handout listing Five Tips for 
Effective Prioritizing for Students, and email it to themselves.  
 

 Student participation and grouping 
o Learners will participate in face-to-face group setting for some of the 

activities and perform other activities individually using computers in a 
computer lab. 
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 Practice Items and activities: 
o Learners will watch and listen while instructor gives short introduction to 

the topic. 
o Learners will watch and listen while instructor presents information on time 

management g tools. 
o Actively participate in informal polling which type of priority rating tool is 

best for them. 
o Learners will use individual computers in a computer lab to practice using a 

sample priority rating tool. 
o Learners will actively participate in group brainstorming activity for 

effective prioritizing, creating their own handout listing Five Tips for 
Effective Prioritizing for Students, and emailing it to themselves.  

 
 Content Presentation 

o Learners will be introduced to a five-step process for effective scheduling. 

Using this five-step process, they will create a daily prioritized schedule for a 

full week of time.  

 Demonstration 
o Learners will be given a short lecture on the five-step process for effective 

scheduling. Learners will be given an example of the five-step process from 
the students’ perspective. 

o Learners will be given access to individual computers in a computer lab to 
individually create their own version of a daily schedule.  

o Learners will email their daily schedule to themselves. 
 Step 1: Identify the time you have available. 
 Step 2: Block in the essential tasks you must carry out to succeed as 

a student and in your job. 
 Step 3: Schedule in high priority urgent tasks and vital “house-

keeping” activities. 
 Step 4: Block in appropriate contingency time to handle 

unpredictable interruptions. 
 Step 5: In the time that remains, schedule the activities that address 

your priorities and personal goals (MindTools, 2012, June 3). 
 
Section V: Assessment of Learning 
 
Pre-assessment strategies (before learning) 

Learners will be given the questionnaire “How Productive Are You?” prior to the beginning 
of the lesson to evaluate the areas in which the individual learner will identify their 
strengths and weaknesses in regards to time management. This questionnaire is beneficial 
to the learner as well as the facilitator because it focuses on five critical questions in regards 
to time management: 

 Organization: How do you arrange your personal space so that it helps your 
performance? 

 Attitude: To get into a “high-productivity zone”, do you minimize or eliminate 
disruptions? 

 Delegation: Do you rely on your team to help you? 
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 Informational Integration: Do you focus mastering the information that is presented 
to you? Do you implement strategies to overcome informational overload? 

 Productive Systems: Do you focus on ways to improve your productivity and how 
your team works? 

Formative assessment strategies (during learning) 

Throughout the lesson, students will be evaluated on their use of time management skills. 
Students will work individually, as well as in a group, to determine and practice the most 
effective time management skills and strategies.  By participating in self-evaluations, group 
discussions, students will learn how to best manage their time. The “Five Tips for Effective 
Prioritizing for Students” hand out, in which the students list tips discussed by the 
instructor and then email them to themselves, will serve as a reminder as to how to manage 
their time more effectively. Also, the “Five –Step Process for Effective Scheduling, will also 
be an evaluative tool throughout the lesson. This “five –step process, assist the student in 
scheduling activities, addressing their priorities and personal goals. 

Summative assessment strategies (after learning) 

Learners will provide feedback to the instructor regarding their interpretation and 
application of the content presented. Furthermore, the instructor will be observant of the 
learners as they engage in the various activities designed in the course. The instructor will 
be observant of the learner’s verbal (language) and non-verbal cues (attitude, group 
discussions, etc.) to obtain comprehension of the content presented. Along with providing 
feedback, the learners will implement their newly designed schedules, priority lists, and 
task delegations to their daily lives. The emailed tips will also serve as a daily reminder as 
an effective way to manage and prioritize their time. The learners will also email their daily 
schedule to themselves. 
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Evaluation Plan 
 
Evaluation Process 
 

The evaluation process for this instructional module, Time Management for Students, will 
include strategies for both formative and summative evaluations. Its purpose is to obtain 
“useful feedback” (Trochim, 2006) for evaluating elements of the module in comparison to 
its objectives as well as assessing its overall design, strategies, instructional materials, role 
of personnel, and use of facilities and equipment (Morrison, Ross, Kalman, & Kemp, 2011).  
 
Considering this time management module is of limited complexity, targeted to 
undergraduate and graduate students with potentially some knowledge of time 
management, and with a recommended class time of 30 to 60 minutes, it seems reasonable 
to focus on formative evaluation strategies primarily to assess the effectiveness of the 
instructional materials. Utilizing Dick and Carey’s “stages of formative evaluation” (1991 as 
cited in Morrison et al., 2011, p. 354), a minimum of two one-to-one trials with subject-
matter experts and/or professional colleagues from the educational field will be conducted, 
reviewing the instructional plan and make recommendations for improvement in relation to 
the goals of this module: 

 Present a framework of time management and the importance of it in all fields. 
 Provide the learner with skills that will enable better time management. 
 Present the use of technology as tools to better manage time. 
 Receive feedback at the conclusion of the module. 

Specifically, evaluators will be reviewing the instructional plan for its clarity, impact, and 
feasibility, especially in relation to the use of instructional materials including the use of 
videos, an electronic questionnaire, and time management priority rating tools, handouts, 
and internet web resources. 
 
A small-group trial consisting of ten or less adult learners with similar backgrounds to 
participants in the target audience will be conducted a minimum of two weeks in advance of 
the module’s final version. The purpose of this trial is to “identify strengths and weaknesses 
in the instruction” (Morrison et al., 2011). Utilizing feedback from Dick and Carey’s 
formative evaluation stages, changes will be made to the time management instructional 
plan. Questions to be asked at the end of this trial include: 

 Was the instruction interesting? 
 Were the materials related to the objectives? 
 Were there sufficient practice exercises? 
 Did the learners receive sufficient feedback? (Gardner, 2011)  

 
During the implementation phase near the beginning of the class instruction, learners’ time 
management skills will be evaluated through the use of an electronic questionnaire, “How 
Productive Are You?” (www.mindtools.com, n.d.). Scores of 36 or less are indicative of 
learners needing to do some work or skills to become more productive. Learners will be 
provided with a paper form to record their pre-instruction assessment score.  
 
Two summative evaluations will be included in the evaluation phase of this instructional 
module. Immediately after the instructional module has been conducted, learners will be 
given a level one summative evaluation, assessing their reactions to the instructional event. 
A second summative evaluation will be conducted two weeks after the class event, 
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instructing learners to complete the electronic questionnaire “How Productive Are You?” 
(www.mindtools.com, n.d.) second time. Learners will be instructed to record their post-
class score on the same form as their pre-class score then mail the form to the instructional 
designer for reporting purposes. As a matter of privacy and anonymity, learners will be 
instructed not to write their names on the form. Instructional designers will compile the pre 
and post assessment scores, specifically looking for improvements in the learners’ time 
management scores after the class is concluded. 

 
References: 
 
Gardner, J.C. (2011). ADDIE evaluation. Retrieved from http://www.youtube.com/watch?v= 
CBoI0wBo4vw 
 
Morrison, G. R., Ross, S. M., Kalman, H. K., & Kemp, J. E. (2011). Designing effective 
instruction (6th ed.). Hoboken, NJ: John Wiley & Sons. 
 
Trochim, W.M.K. (2006). Introduction to evaluation. Retrieved from Research Methods 
Knowledge Base http://www.socialresearchmethods.net/kb/interval.him 
 
Mind Tools (2012, May 21). Essential skills for an excellent career – time management. 
Retrieved from www.mindtools.com/pages/main/newMN_HTE.htm 

 
Alignment of Unit Goals to the evaluation process 
 
The time management instructional module is an optional module students can take who feel they 
have time management issues. As it is not a requirement for students to take this module, those that 
do will be highly motivated to learn time management skills so they can make better use of their 
time.  Evaluations are “used for the purpose of making judgments about the worth or success of 
people or things” (Morrison, Ross, Kalman, & Kemp, 2011, p. 272).  Before you can begin an 
evaluation you must determine the goals to be evaluated.  The unit goals for our time management 
modules are: 
 

1. Present a framework of time management and the importance of it in all fields 
2. Provide with skills that will enable a better time management 
3. Offer different exercises so the learner can have a deeper understanding of how to 

manage their time. 
4. Present the use of technology as tools to better manage time 
5. Feedback at conclusion of module 

 
As this module is optional and not required of individuals learner performance does not need to be 
measured for an actual grade more-so for retention of information for the long run.   The main “goal 
in training and educational setting is to determine student success in learning” (Morrison, Ross, 
Kalman, & Kemp, 2011, p. 272).   Summative evaluations will be used to determine where the 
learner stands at the beginning of the module and at the end.  At the beginning of the instructional 
module learners will be asked to take an electronic survey called How Productive Are You? From 
mindtools.com.  The purpose of taking this survey at the beginning of the module is to determine 
where the learner stands in relation so the unit goals.   
 
After the instructional module has been completed learners will take the survey again to determine 
what areas of time management they have improved upon.  Approximately 3 weeks later the survey 
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will be emailed to all participants of the instructional module to determine if the learners have 
retained the information they were presented on time management.  Once participants have 
completed the survey the final time, scores will be evaluated for each participant.  A cumulative 
evaluation will be done of the test scores to determine if the learner has retained the information 
presented in the time management module and able to apply it to their daily activities. This 
evaluation will determine if the instructional module has met its goals.   
 


