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Personal Development and Healthy Living 

(Key Stage 3) 

Learning Objectives: 

� Develop self-discipline through effective time management 

� Keep a positive attitude towards one’s life and sketch out goals and expectations for one’s future 

 

Life Event: My Effective Time Management (我的時間管我的時間管我的時間管我的時間管理理理理) 

 

Values & 

Attitudes 

: Self-discipline, Perseverance, Rationality 

   

Learning 

Materials 

: I. 

 

 

 

 

II. 

 

 

 

III. 

 

 

Students’ Reference 1: My usual weekly schedule 

Students’ Reference 2: Problems in time management and strategies for 

effective time management 

Students’ Reference 3: Suggested procedures for effective time 

management 

Teacher’s Reference 1: “A story about time management and setting 

priorities” 

Teacher’s Reference 2: “What is his/her problem in time management?”  

- Suggested answers for Students’ Reference 2 (Part I) 

Students’ Extended Activity : Rearrange my weekly schedule 
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Procedures: 

 

Steps (for reference) Key Learning Points 

 

Suggested Activity One:  

 

Ice-breaking questions - “How did you spend your last weekend?” 

Discuss with the whole class the following questions: 

� What did you do last weekend? 

� How did you spend your time?  Was it spent on meaningful 

activities? 

� Have you wasted valuable time sometimes?  If so, how? 

 

Suggested Activity Two: “What is your usual schedule?” 

 

Teacher asks students to write down their usual weekly schedule by 

filling in I. Students’ Reference 1.  Specify their common daily 

activities in a week. 

 

Suggested Activity Three: Group Discussion on “Problems and 

Strategies in time management” 

1. Divide students into groups of 4-5. 

2. As a group, complete I. Students’ Reference 2 (Part I) - “What is 

his/her problem in time management?”    

3. Based on the information in Part I, ask each group to complete I. 

Students’ Reference 1 (Part II) – “Strategies for effective time 

management”. Suggest three effective methods of time 

management with corresponding reasons.  

Examples of possible answers may include: 

� Prioritise your tasks. 

� Use a schedule book. 

� Limit distractions and avoid interruptions. 

� Get enough sleep, eat healthily and exercise regularly. 

� Keep things neat and tidy. 

� Break a large task into smaller tasks. 

 

4.  Group representatives are asked to share the answers on both 

Part I and II with the class. 

 

 

 

 

 

� Let students think 

about their use of time 

and bring into the topic 

about time 

management. 

 

 

 

 

 

 

 

� Recall students’ 

memory about their 

common arrangement 

of schedules. 

 

 

 

� I. Students’ Reference 2 

(Part I) is to stimulate 

students’ thinking about 

the common problems 

in time management in 

their daily lives. 

 

 

� I. Students’ Reference 2 

(Part II) is to develop 

students’ awareness in 

thinking about ways to 

manage time 

effectively based on 

(Part I). 
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Suggested Activity Four: Action Plan - “What steps should I take?” 

Teacher distributes I. Students’ Reference 3 to each student and 

guide students in the procedures for listing, categorising and 

arranging their to-do lists in their management of time. 

 

Procedures would be as follows: 

(1) Create a to-do list in which you plan to complete over a 3-month 

period (e.g. school assignments, projects, personal goals and 

household events). 

 

(2) Categorise the issues into four parts as follows: (You may draw 

or write the issues in the 4 boxes): 

   

(I) Important and Urgent 

 

(II) Important and Not Urgent 

(III) Urgent and Not Important 

 

(IV) Not Important and Not Urgent 

 

(3) If the issues are in Category (IV), consider dropping them after 

all. 

 

(4) Prioritise Category (II) over (III). 

 

(5) Get a diary to fill in your time by prioritisation in terms of 

urgency and importance. 

 

Suggested Activity Five – “A story about time management” 

Read a story about time management (II. Teacher’s Reference 1) and 

discuss with students the following questions: 

 

(1) What is the lesson learnt from this story? 

(2) How would you change your management of time?  

 

 

 

 

 

 

� This activity in I. 

Students’ Reference 3 

gives students an 

opportunity for 

self-reflection on their 

own time arrangement.  

It serves as guidelines 

for their own time 

management. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

� Through reading the 

story about time 

management, students 

could have more 

inspirations for setting 

priorities in time 

arrangement. 
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Teacher’s Conclusion:   

For reference:  Time management skills include goal-setting, prioritising, planning and scheduling.  

Once these skills are mastered, students will find that they are more efficient and organised, resulting 

in an easier and happier life.  By learning time management skills, students can improve their 

productivity, leaving them more time to enjoy extra-curricular activities or hobbies.  It is best to learn 

time management as early as possible, so students can begin implementing them every day. 

 

 

Students’ Extended Activity: 

 

Based on what you have learned in this lesson, rearrange your schedule for this coming Saturday and 

Sunday by modifying the original one made in I. Students’ Reference 1 and by referring to the 

categorisations in I. Students’ Reference 3.  Make sure you prioritise your duties in terms of urgency 

and importance. 
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I. Students’ Reference 1 

My usual weekly schedule 

 

 Mon Tue Wed Thu Fri Sat Sun Remarks 

Morning 

(8:00am 

– 

12:00nn) 

 

 

 

 

 

       

After- 

noon 

(12:00nn 

– 6pm) 

 

 

 

 

 

       

Evening 

(6:00 

pm – 

10:00pm) 

 

 

 

 

 

       

 

Note: More than one activity can be filled in each time slot.  
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I. Students’ Reference 2 

Problems in time management and strategies for effective time management 

 

Part I - “What is his/her problem in time management?” 

 

 

 

 

 

 

 

CASES His/her problem in time 

management 

Suggestions to have better time 

management 

(1) Elder sister: “I couldn’t 

concentrate in the day time 

work because my cell phone 

rings frequently during the 

day; plus I have to reply 

many emails.  Therefore I 

have to work till late” 

 

 

 

 

 

   

(2) Younger Sister: “I fell 

asleep and chatted in class. 

I missed what the teacher 

said.  Now I do not 

understand the material and 

fail in the exams.  Therefore 

I have to work till late.” 

 

 

 

 

 

 

 

    

Father: Why do you often work till 

late at night? 
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(3) Younger Brother: “After 

I return home from school, I 

usually watch TV and play 

TV games first.  Then I start 

to do my homework after 

dinner.  Therefore I have to 

work till late.” 

 

 

 

 

 

 

   

(4) Cousin Peter: “I spend a 

lot of time finding things as I 

forgot where I have put them 

before; therefore I have to 

work till late.” 
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I. Students’ Reference 2 

Part II: Strategies for effective time management 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Strategies for effective time management 

 

 

 

 

 

 

(1) Plan your day 

Examples: 

Make use of a diary 

How and why? 

How -- Record usual weekly schedule, mark important events, etc. 

Why -- Can accomplish more and be more in control of your life 

 

(2) _____________________________________________________________ 

Examples: 

________________________________________________________________

________________________________________________________________ 

How and why? 

________________________________________________________________

________________________________________________________________ 

 

(3) _____________________________________________________________ 

Examples: 

________________________________________________________________

________________________________________________________________ 

How and why? 

________________________________________________________________

________________________________________________________________ 
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I. Students’ Reference 3 

Suggested procedures for effective time management 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

(1) Create a “to-do list” showing a list of goals you wish to complete in the coming 

3 months. 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

(2) Categorise the to-do lists into four parts: (You may draw pictures or write them 

in the 4 boxes). 

 

(I) Important and Urgent 

 

 

 

 

(II) Important and not Urgent 

(III) Urgent and not Important 

 

 

 

 

(IV) Not Important and not Urgent 

**NOTE: 

Urgent - refers to tasks that should be completed immediately. 

Important - refers to tasks that are of value to you or to the people around you. 

 

(3) If the issues are in Category (IV), consider dropping them after all. 

 

 (4) Prioritise Category (II) over (III). 

   

(5) Get a diary to fill in your time by prioritisations. 
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II. Teacher’s Reference 1 

A story about time management and setting priorities 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A Story about Time Management and Setting Priorities 

 

Mr Ho went into his classroom with a large empty jar.  In front of his students, he 

started to fill the jar with some rocks about 2 inches in diameter. 

 

He asked the students if the jar was full.  They agreed. 

 

Then Mr Ho poured some pebbles into the jar.  The pebbles rolled into the open areas 

between the rocks. 

 

Again Mr Ho asked his students if the jar was full.  They nodded. 

 

Mr. Ho picked up a box of sand and poured it into the jar.  The sand filled up 

everywhere else.  Mr Ho said, “This jar represents your life.  The rocks are the 

important things – your family, your partner, your health, and your children. 

The pebbles are other things in life that matter, but on a smaller scale.  The pebbles are 

things like your job, your house, or car…… 

And the sand is everything else that is immaterial. ” 

 

There is no room for the rocks if you put the sand or the pebbles into the jar first. 

 

That means if you spend all your energy and time on the small stuff, you will not have 

room for the things that are truly important. 

 

Therefore, 

Spend time with your family. 

Spend time with your friends. 

Spend time to read the news. 

Do exercise to maintain good health. 

Spend time to read books to improve your knowledge. 

Take time to renew yourself. 

Spend time on preventing than on solving problems. 

 

Set your priorities.  The rest are just pebbles and sand. 
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II. Teacher’s Reference 2 

Students’ Reference 2 (Part I): “What is his/her problem in time management?” 

– With suggested answers 

 

 

 

 

 

 

 

CASES His/her problem in time 

management 

Suggestions to have better time 

management 

(1) Elder sister: “I couldn’t 

concentrate in the day time 

work because my cell phone 

rings frequently during the 

day; plus I have to reply 

many emails.  Therefore I 

have to work till late” 

 

 

 

 

 

 * Too many distractions and 

interruptions. 

 * Work without planning. 

* Limit distractions and prioritise 

tasks. 

E.g. turn cell phones to silent mode. 

E.g. adjust time in replying emails. 

(2) Younger Sister: “I fell 

asleep and chatted in class. 

I missed what the teacher 

said.  Now I do not 

understand the material and 

fail in the exams.  Therefore 

I have to work till late. 

 

 

 

 

 

 

 

 

 * Do not have enough sleep 

every day. 

 *Do the wrong things at the 

wrong time 

 * Do the right things at the right 

time.   

 * Sleep early to avoid falling asleep 

in day time. 

 * Pay attention in class to spend 

less time on revision. 

Father: Why do you often work till 

late at night? 
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CASES His/her problem in time 

management 

Suggestions to have better time 

management 

(3) Younger Brother: “After 

I return home from school, I 

usually watch TV and play 

TV games first.  Then I start 

to do my homework after 

dinner.  Therefore I have to 

work till late.” 

 

 

 

 

 

 * Spend too much time on 

unimportant tasks and too 

much play. 

* Prioritise duties by doing 

homework first. 

(4) Cousin Peter: “I spend a 

lot of time finding things as I 

forgot where I have put them 

before; therefore I have to 

work till late.” 

 

 

 

 

 

 

 * Being messy and 

unorganised 

* Plan well and organise things in 

the right manner. 

 * Put things at its place. 
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III. Students’ Extended Activity  

 

Rearrange my weekly schedule 

 

Based on what you have learnt in this lesson, rearrange your schedule for this coming Saturday 

and Sunday by modifying the original one made in I. Students’ Reference 1 and by referring to 

the categorisations in I. Students’ Reference 3.  Make sure you prioritise your duties in terms 

of urgency and importance. 

 

 Saturday Sunday Remarks 

Morning  

8:00 – 

12:00nn 

   

Afternoon 

12:00nn – 

6:00pm 

   

Evening 

6:00pm – 

10:00pm 

   

 

Note: More than one activity can be filled in each time slot.  

 

 

 


