Starting Blocks
Conversation Outline for Mentoring on Time Management


Your Name_____________________________________________



Students Name____________________________________________

Please run through the following steps with your student.  I have found that students find it easier if I type/write for them so please offer to do so, but if they prefer to do it themselves, that is fine.  

At the end of your session, please have your student send a copy of this completed document and their calendar to themselves and to me at elanaford@yahoo.com

Step 1:  All of us have more than one role or position that we are responsible for in life.  The first step to good time management is to indentify what these roles are.  Make a list of all the roles that you play.  Not just work related roles but also those you play in your personal life.

Example:
· SSJE Student
· Starbucks Employee
· Intern at Animal Shelter
· Basketball Team Member
· Family Member
· Individual

Students Roles (Fill out as many as is appropriate):

	1)



	2)



	3)



	4)



	5)



	6)





Step 2:  For each position in your list, identify what it is you are trying to achieve in your current position over the long term (say next 6 months).  In other words, what is your goal?  It is very hard to figure out the best path to take to get somewhere if you don’t actually know where you want to go!

Example

Position				Goal
Student	Graduate from BHS with GPA>2.5, choose college for next year.
Employee	Succeed at work so I can afford to go out with my friends and get good performance reviews
Intern	Decide if I want to be a vet and either way obtain a letter of recommendation for my portfolio
Basketball Team Member	Build good sportsman skills and physical strength
Family Member	Have parents feel I contribute to the household
Individual	Eat healthy, get enough sleep, have time to go out on the weekends

Students Goals

	Position
	Goal

	
	





	
	





	
	





	



	





	



	





	
	







Step 3:  The next step is to figure out what specific steps you can take over the next week to get you closer to your goals.  Make sure you consider short-term tasks as well as tasks related to long-term projects when doing this exercise.  Try to come up with at least 3 things you can do for each goal.  For some goals, it might be best to break your goals down into sub-sections.

Example

	Position/Goal
	Steps for Next Week
	On Calendar

	Student Goal:  Graduate from BHS with GPA>2.5, choose college for next year.
	Attend all classes

Economics	
· Nightly note making
Math	
· Nightly hw
· Attend Tutoring 1/week for extra help
Science	
· Complete Lab write-up by Friday
· Read chapter 6 and do study questions by next Monday	
English
· Write one page essay due next Monday
BEST	
· Send completed resume template to Ms. Ford
· Read one article for my lit review and complete form

	



	Intern Goal: Decide if I want to be a vet, obtain a letter of recommendation for my portfolio
	· Set up informational interviews with all staff members at the clinic
· Ask manager what she would be looking for in an intern a good letter of recommendation

	



	
Basketball Team Member Goal: Build good sportsman skills and physical strength	

	· Attend all workouts, practices and games

	

	
Family Member Goal: Have parents feel I contribute to the household	

	· Do all chores 
· Baby sit younger brother on Thursday nights so mom can go to work

	

	Individual Goal: Get enough rest and have time to go out on the weekends

	· Go to bed at 11 each school night
· Make plans with friends ahead of time so that I have something to look forward to

	








Your Next Steps:

	Position/Goal
	Steps for Next Week
	On Calendar

	
















	
	



	
















	
	



	







	








	



	Position/Goal
	Steps for Next Week
	On Calendar

	









	
	

	








	
	



	




	
	



	




	
	



	




	
	



	


	
	

	


	
	

	
	
	







Step 4:  The final step is to calendar out your next week.  It is very important to take a few minutes to do this exercise once a week (Friday evenings are a good time to this!).  Steps 1 and 2 will probably stay pretty constant and only need to be re-evaluated every 6 months or so, but Steps 3 and 4 must be repeated every week.  Once you get used to it, this process should only take 10-15 minutes.

Example:  See Next Page

Student Calendar:  Use Blank Calendar
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