CHAPTER 14
Time Management
Michael D. Kelly

“Time is the most valuable coin in your life. You and you alone will determine how that coin will be spent. Be careful that you do not let other people spend it for you.”
~Carl Sandburg
Introduction
Everyone has said it: “There’s just not enough time in the day." The challenge of everyday life is to use your time effectively; this is never truer than in the life of a school teacher.  Each day teachers are challenged with a number of different issues that will pull from the limited time they have available. In order to be effective for the school and more importantly the students, teachers must learn techniques that will make their days operate as fluidly as possible. This means dedicating time to the areas of greatest need and effect. Time is the one resource that truly does come in limited supply so it is essential that you make decisions based on what is going to be best for the students and make the most effective use of this very limited resource; time.
What is Time Management?
According to the Oxford Dictionary, (2015) “Time management is the ability to use one’s time effectively or productively, especially at work.”  This applies to all career fields, including education, but it is exceptionally important to school teachers.  Teachers are faced with numerous demands on their time each day, and their ability to balance and discern what issues garner the use of their time will determine not only their individual success, but the success of a school as a whole.
Why is Time Management Important?
You will often hear that it is critical to manage your time wisely in your personal and professional life. It seems logical, but why is time management important? There are several reasons why school teachers must effectively manage their time. There are so many tasks that teachers will be required to complete, and numerous individuals that they will need to meet, that without effective time management they will not be as nearly successful as they could be with an effective plan. Effective time management provides teachers with both professional and personal gains that could not be achieved without it. According to Carnegie (2011), there are several reasons why time management is important:
1. It helps you prioritize – if you do not review all of the important tasks you have in advance, you will not truly know what is the most important work to be done and, therefore, could easily miss a vital deadline or commitment. Effective time management helps you to prioritize what is most important all the way down to what is least, which will aid you in decision-making throughout the day and the year.
2. It makes sure you stay on task – one of the most common mistakes people make when it comes to time management is that they get off task. This happens through distracting conversations, or completing less important tasks instead of completing what really needs completion. A strong time management plan will help mitigate this type of behavior.
3. It helps you complete undesirable tasks – everybody has duties that they do not necessarily like to do in their career. That being said, these are often the most necessary duties to complete in order to be effective. Time management helps to ensure that these responsibilities are completed so that you become much more efficient in your work.
4. It will provide you a sense of accomplishment - getting things completed and off of your desk always feels great. Getting the right things finished on time feels even better. In this way a good time management plan will help you to feel even more accomplished in your career.
5. It provides a route to self-discipline - finally, the best benefit of a strong time management plan is its ability to develop self-discipline. By doing the work to create a strong time management plan, you are much more likely to follow through on the schedule of events. This will help develop your own self discipline which ultimately will lead to greater success as a new teacher.
What We Do Takes Time
Everything a school teacher does throughout the day takes time. In order to better understand how to make the best use of this precious resource, we need to understand the common activities of which school teachers participate on a regular basis.  It would be impossible to list all of the tasks a teacher participates in daily, but in an effort to organize and plan a schedule, one must start somewhere. With all of the tasks that need to be completed, it is vital teachers understand what types of activities take up their time on a regular basis.  There are countless tasks a new teacher will need to complete in the job, and organizing these tasks helps the teacher finish the most important ones first. The following table helps to categorize these activities to better organize the use of a teacher’s time.

	Student Activities
	Instruction
	Management

	Art class
	Unit planning
	Materials preparation

	Physical Education
	Lesson planning
	Parent meetings

	Music class
	Interdisciplinary planning
	Student issues

	Other electives
	Special education
	School duties (halls, buses)

	 Field trips
	Standardized testing
	Faculty meetings

	PTA events/meetings
	Grading assignments
	Professional associations

	Sporting events
	Other instructional initiatives
	Other teachers

	Computer lab
	Professional development
	Administration requirements



You are welcome to use the table above, or create your own that will better identify the impeding demands you may face as a new teacher.  . What is important is that you create some type of a list to facilitate organization.  From this list, you will now begin to prioritize what is most important to you as a school teacher. This can be done in a number of ways either through a numeric list, a color-coding, or other system you develop on your own. What is important is that you prioritize. Many teachers choose to use color-coding, as it is easily transferable into electronic calendar.  For the purposes of this chapter, we will refer to color-coding as the option of choice. As an example, the following colors will be used in determining priorities on our calendar:
1. Red – essential tasks
2. Orange – important tasks
3. Yellow – moderate importance
4. Green - things to do that can wait if needed
Planning for Time
If you want to make the best use of your time on a daily basis, you must take time to plan for its use. This almost sounds counter-productive, but when teachers take the time to plan effectively, both long-term, as well as daily, much more will be achieved throughout the year. The most effective time management occurs when you take the time to set long-term goals, develop a schedule, prioritize events and stick to the schedule.
Public schools are busy places almost every day of the year, and the summer time is no exception. As school teachers, there is a lot more to do in the summer months than the public understands. This being true, it is still good practice to be reflective on the past year, and plan for the future. Effective time management for school teachers begins in the summer months.  Following these easy steps below will help teacher candidates developed effective long-term time management plans for the school year.
Begin with the big picture
To start your time management planning, begin by laying out the entire year at a glance. Here, the use of technology in planning out your calendar will make things significantly easier, but if you like the old-style paper and pencil, that technique works just fine as well. Once your schedule is in front of you, start by placing the most critical items on your calendar first. Each of the categories listed in the chart above contain some critical items that need to be placed on your schedule; you will need to determine which areas are most important to you, but the following will provide you some basic guidelines;
1. Main office requirements-- Usually in or before August, the main office will provide teachers and staff with a list of required meetings that will run throughout the year. This is a great place to start when planning your long-term schedule. In most instances teachers are required to attend most of these meetings, so it makes sense to put these dates and times on your schedule first and highlight them as critical.  Any meetings that you must attend without exception should be coded red on your calendar.
2. Long-term lesson planning – This is also often referred to as unit planning. If we claim that instruction is most important, then the activities and processes involved need to be of critical importance to us as teachers, and as such should be identified is critical on our schedules. Begin by reviewing your curriculum guides, along with the pacing guides. Identify how long each unit is allotted for instruction. Place each unit on your calendar with a beginning date and an end date. We know that instruction is fluid, and some units may take longer than planned, and others less, but by placing the units on your calendar you are providing yourself with a beginning framework.  
3. Team meetings - Each school has a variety of planning and instructional teams that meet on a scheduled basis. This would include faculty meetings, grade level meetings, department meetings, school safety meetings, school planning council meetings, and a variety of other team meetings. Place these meetings on your calendar next and color-code them appropriately. These meetings may be either red or yellow, depending on the circumstance. 
4. Faculty meetings – This includes any professional development days or times that have been pre-planned by the administration. Important information is usually shared at these meetings and attendance is almost always required.
5. Reoccurring events – These events are things that occur on a daily basis that you plan to accomplish.  Examples such as bus duty, lunch duty, hall duty, and other types of student supervision occur daily. Even though you may conduct these activities on a daily basis, is important to place them on your calendar as a reminder that you are blocking off the time for the activity. You would color-code these events based on your own personal priorities, and that of your administrative team!
Short-term events
Now that we have the big picture items out the way, we can begin focusing on smaller items that are still important but may or may not be as critical.  These items often cannot be planned in advance during the summer time, but may need to be added to the schedule each quarter, by teaching unit, monthly or even weekly.
1. Lesson planning – If instruction is important, you need to set aside time in your schedule to effectively plan your lessons. With the unit planning now on your calendar, it is time to add time to your schedule for the weekly and daily plan.  Generally it is common to plan a weeks worth of daily lessons in advance. As such, it is common to set aside time in your calendar on either a Thursday or a Friday to plan the lessons for the coming week.  Thursday is often the best time, as by Friday people often run lower on energy and may not dedicate the attention needed to this important task.  Here you should identify what you will teach each day, the materials needed, assessments used, and any other resources necessary for the week (i.e., library time, computer labs, laptops, etc.). At the beginning of the year it is also helpful to plan several weeks out, knowing that the pacing of lessons may need adjusting depending on the students’ needs.
2. Materials preparation – Once your lessons are in place, it is time to prepare your materials for the coming week. This may include running off copies of worksheets, preparing materials for a lab, and ensuring computer labs (or any other resources needed for daily instruction) are available,=.
3. Grading assignments - You should also set aside time each day to grade any student assignments you have received. If you have a large assignment that will take more time to grade, such as term papers or projects, plan to “eat the elephant one bite at a time” by splitting the work over a number of days and timeframes. Timely feedback for students on their work is a vital piece in achieving mastery of a subject. A good technique is to have a different colored folder for each class you teach. Use each folder to store the work to be graded. This will also help you stay organized between classes.
4. Special education and guidance office meetings – These meetings include annual and triennial Individualized Education Plan (IEP) meetings, manifestation meetings, and child study team meetings to name a few.  Some of these you will be able to plan months in advance, while others are on much shorter notice. 
5. Events – Regardless of the school level in which you work, there will always be events that you will need to attend. These include sporting events, musical concerts, theatrical plays, open houses, and Parent-Teacher Association (PTA) events to name a few. These events should go on your calendar next. You will need to decide how to color-code the events in terms of your own personal priority. Some teachers feel they have to attend all of these events, while others will delegate some of the events to assistant teachers. The key is that all of these events should go on your calendar to remind you to attend.
6. Parent and/or student meetings – These meetings are often only planned a day or two in advance, but it is clearly important to make sure they are included on your calendar and that you prepare in advance to attend.   You should have all grades and assignments for the student ready to present to the parents in advance.  Nothing will cast doubt on your ability as a new teacher more than showing up unprepared for a parent/teacher conference.  Those parents will leave unimpressed, and they will tell others.
Now that you spent the time needed to successfully plan for the coming year, the students will soon be back into their routines, and daily issues will start to take precedence over the visionary ideas you had in the summer. It is important to make sure that you review your schedule on a regular basis in order to prepare for the events to come. A good practice to achieve this is to take a few moments each Friday at the end of the week to look at your schedule for the coming days. This will help remind you of important events as you move forward. Then, Monday morning, be sure to not only look at what is coming up for the day, but also review the week in its entirety. Items will be added and subtracted from your calendar as you progress through the year, but a well-developed schedule will help reduce the challenge of not having enough time to get the work completed.  Using technology also can be a huge benefit here; the use of a smartphone calendar option, outlook calendar, or other option can be a significant help because alarms can be set in advance for reminders.

Daily planning
Great long term planning can be dismantled by poor execution on a daily basis.  This is why it is critical to have a solid plan each day, and for each lesson.  Be certain to have established routines each day for yourself as well as the students.  Daily routines provide structure for not only you, but they help the students as well. Assigning roles for students will also provide them a sense of belonging in the classroom, which is critical to their success.   Scholastic (2015) has identified six ways for teachers to better make use of their time during the day.
1. Find out which aspects of school time you can control. In some schools, teachers discover they can change the scheduling of class periods, pull-out programs, extracurricular activities planning time, and outside interruptions. Ask your principal to help you control time-wasters such as unexpected visitors and frequent intercom announcements.
2. Schedule solid blocks of teaching time for each day. You might hang a "Do Not Disturb" sign outside your door during those times. Also, secure your principal's help in scheduling pull-out programs around those blocks and ask parents not to schedule medical or dental appointments during academic class time.
3. Plan for smooth transitions between lessons and always try to have materials ready for each lesson or activity. A good technique here is to gather all of your needed materials before leaving school for the day and having them ready for the next day.
4. Assign homework to extend practice time. Homework should allow students to practice skills they have already learned, but should never be used for new instruction.
5. Consider how and when you schedule restroom breaks for maximum efficiency.  Students will invariably need to use the restroom throughout the day, but planning this time as part of the lesson (i.e. during transition time) can make far better use of the time, and allows for a natural transition. 
6. Improve student attendance. Attendance has a big effect on teaching and learning. Impress upon parents the importance of good attendance and teach an actual lesson on how it hurts to miss school. "At the end of each day, I try to tell kids what we will be doing the next day," notes first-grade teacher Susie Davis. "I emphasize the kinds of activities they look forward to, such as hands-on activities. This seems to encourage attendance."
Favorable Practices
Thus far in this chapter, we have discussed a number of ways to effectively lay out a strong time management plan. Inside of this plan are a lot of little nuances that will make your time management plan even more effective if implemented appropriately. Below is a general list of favorable practices that will help guide you in the process:
1. Prioritize – We discussed how prioritizing is a benefit of a strong time management plan, but how does one go about doing so? Dale Carnegie (2011) identified the following steps to effectively prioritize your work:
a. Record All Activities: Write down all your multiple demands, competing priorities, tasks, and activities for the day or week
b. Determine Primary Goals: List your primary goals for the day or the week
c. Consider 80/20 Rule: Determine which 20% of activities will yield 80% the results, bringing you nearer to your goals
d. Evaluate Important vs. Urgent: Decide which of these activities are the most important versus the most urgent. At this stage, take into account how certain items affect others and the consequences for not accomplishing certain tasks (for example, someone might need something from you in order to do their job)
e. Rank: Use a ranking system to begin planning. For example:
• “A” tasks have high priority and must be completed immediately
• “ B” tasks are moderately important but can be done after the “A” tasks
• “C” tasks are of low-level importance and can be tackled in our spare time
f. Create a Schedule: Indicate deadlines for each task and estimate the time involved to complete the task. Create a schedule, keeping in mind any tasks that may be linked together to increase productivity. For example, can you couple something of lesser priority with something of greater importance?
g. Revisit Goals and Adjust: Review your goal(s) and the rewards of doing the task on time, and make any necessary adjustments.
h. Purge: Get rid of items on your list that remain at the bottom and will realistically not be completed.
2. Connect electronically – While keeping a daily calendar, is clearly important when it comes to time management; you can significantly increase its effectiveness through the use of an electronic calendar or similar technology. Electronic calendars provide a means to remind you in a timely fashion of events that are going to occur. Placing these calendars on devices such as tablets or smart phones makes the process you more beneficial.
3. Stick to the schedule - Do not waste the good work you have done creating a schedule by frequently not following the calendar. It is easy to put aside tasks that are not viewed as positive and move on to other tasks, but time management at its core is about following through on what you have scheduled. Teachers will sometimes put off grading papers, as an example, and complete other tasks, instead. This has a negative effect in two ways; the teacher gets behind in the tasks that need completion, and more importantly, the students do not receive timely feedback on their work.
4. Plan a little time for the unexpected-- Each and every day in a public school setting a crisis will arise; some will be small, some will be larger. In any event, all of these circumstances will maximize the school teacher’s time. In order to address these important issues, it is vital that teachers include time in the schedule to allow for the unexpected. This may mean that some of the lower priority issues on your schedule have to be shifted, but make sure you do not change the critical areas on your schedule unless it is essential to the safety and well-being of your students and school.

Common Mistakes
There are many mistakes teachers make when dealing with time management. Most of these mistakes can be overcome by using a few effective techniques that will make better use of your time. All of the mistakes that can be made could not be listed in this chapter, but here are a few of the most common ones that new teachers make.
1. We do not stick to the schedule - This is the easiest mistake to make, and is the most common one that is made. If you follow the guidelines above in terms of planning over the summer, then not sticking to your schedule is not only wasting the time you have spent developing the schedule, but also the time you used planning in the summer. Whatever method you used to identify the most important parts of your daily schedule, the color-coding or highlighting, these critical areas must be maintained in order to effectively do the work of a school teacher. 
2. We do not disconnect - Just as was mentioned in the previous section that it is important to connect with technology to make your job easier, it is equally important to disconnect at appropriate times and leave the technology behind. As a school teacher, one of the greatest mistakes we make is to constantly read our emails throughout the day taking away our attention from what is really important. As a general rule, you can successfully do your job as a teacher by checking your email only 3 to 4 times a day maximum. Once in the morning when you arrive, once during midday just to make sure there is nothing important coming from the main office or a parent, and once after the students have left the building. If you're so compelled you can also check work email before you go to bed at night but I do not recommend it! 
3. We put off what we do not like – For some teachers, it is grading papers; for others it is entering grades into the computer; and yet others do not like preparing materials. Whatever the task, there is always one or two tasks we do not favor in our jobs. This dislike lends itself to not completing the task in a timely fashion. When we avoid these tasks, we are not fulfilling our responsibilities and we are also creating a backlog of work to be completed.
4. We do not have an agenda – A significant mistake is made when teachers go into meetings and do not have a clear agenda prepared identifying what is to be accomplished. A well-planned, thoughtful agenda will help save enormous time and keep the group on task. The optimum agenda also includes the amount of time that will be spent discussing each item. It is also important to assign someone in the group the duty of refocusing the conversation back to the agenda topics when the discussion goes off in an irrelevant direction.
Conclusion
If you want to be successful as a new school teacher, you have to effectively manage your time. A well-developed calendar will make your daily tasks easier to finish, and your professional life much more fulfilling. The ability to prioritize what is important each day, coupled with the confidence to delegate tasks to others in your building will help make the duties of a school teacher attainable. A well planned day, week, month, and year will make the experience of teaching that much more rewarding for you, and your students will benefit immensely as well.
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