管理時間 (Time Management)
假若我們能夠好好管理時間，不讓時間牽著鼻子走，這便能減少自己被困於壓力的處境內。以下是一些時間管理的方法： 

	1 )分析如何運用時間 – 找出什麼事情需要花費時間去做，什麼事情會浪費時間，例如：電話、閒聊、約會、看電視等

	2) 建立目標 – 建立長期及短期目標，令自己有一套清晰的計劃，從而善用時間去達到目標。

	3)優先抉擇 – 將要做的事情依它們的重要程度排列好，例如：

	甲的事情 – 一定要做

	乙的事情 – 想去做，亦需要去做

	丙的事情 – 想去做，但要當甲和乙的事情做妥後才去做

	4) 設計時間表 – 當每件事情都按重要程度排列好後，便編列每日或每星期的時間表。

	5) 減少騷擾 – 將干擾減至最低，例如：關閉電話、謝絕到訪者等，應盡量依時間表去做事。


1.  Analyze your time
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2. Set Goal
Long Term Target: 
__________________________________________
Short Term Target:
__________________________________________
__________________________________________





__________________________________________
3. Set Pirority
	MUST
	IMPORTANT
	LEAST IMPORTANT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4. Time Table - WEEKLY SCHEDULE
	
	Sun
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


DAILY SCHEDULE
	Date / Time
	Tasks
	Completed?
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5. Time Managing Tips
1.  Must closely follow your timetable

· Your time timetable should include time for revision of previous day’s studies, especially the ones that you felt unsure

2.  Find a suitable place to study and only stay at that comfortable zone.

3.  Combine Several Activities

·  Combine several activities into one time spot

·  Such as recess time, travelling time

4. Communicate your schedule with others

· Discuss your timetable with your parents

· Talk to your friends about your timetable TO AVOID distraction during your study times.

· Can have a study buddy to discuss your progress at school (not to discuss during your study time through telephone calls)






____ hrs 	Classes


____ hrs	Studying


____ hrs	Sleeping


____ hrs	Eating (breakfast/lunch/dinner)


____ hrs	Transportation


____ hrs	Relax time (alone)


____ hrs	Relax time (with friends)


____ hrs Grooming (shower/personal care)


____ hrs Others (e.g. tutorial classes, extra-curricular activities)











