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Working for 
Academic Success 

 

 

 School work  

 Jobs 

 Volunteer work  

 Co-curricular activities 

 Community activities 

 Family responsibilities 

 Social life 
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What Do High School Students Have to 

Juggle Nowadays? 
 

 …getting your school work done and achieving good 
grades 

 …keeping a job (and being able to support yourself) 

 …maintaining your mental and physical health 

 …investing in and keeping good relationships with 
other people 

Time Management Is Critical to Your 
Success In… 
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 Time management helps you get the most out of 
your education 

 Allows you to be better prepared for the 
demands of your life…therefore decreases 
anxiety 

 Helps you to assign time to tasks in proportion to 
their importance (prioritizing) 

 Helps you achieve a more balanced life 
 Makes you a more productive, successful person 
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The Benefits of Having Good TM 
Skills 

 Handing in work late 

 Submitting work that is not up to your usual standard 

 Forgetting commitments 

 Finding that you often don’t have enough time to 
complete a task 

 Making excuses for why work is not done 

 Having to let go of activities you enjoy because of a 
lack of time or low grades 
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Early Warning Signs of TM 
Problems… 

 Developing a Weekly Schedule  
 to provide an overview of free and committed time 

 Writing a Daily To-Do List 
 to provide daily reminders to assure key tasks are not forgotten 

 Preparing a Long-Term Plan  
 to promote overall organization and  

 future planning 
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Three Key Steps to Good 
Management 
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 Can use a weekly schedule template, a student 
agenda, or a computer program 

 Will allow you to:   
 Organize your regular activities 

 Determine your available free time 

 Look at hours spent on extra-curricular activities 

 See how much time you study 

 Know how and where you tend to waste time 
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Step 1:   
Creating a Weekly Schedule 

Things I Must Do       + 

 

Things I Want to Do  + 

 

Wasted Time    =        

 

       168 hours 
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The Typical Student Week 

 Approx. 110 hours of time is consumed by personal 
maintenance and class time 

 Work and other commitments may take up to another 
14+ hours 

 That leaves approximately 44 hours remaining  - this is 
YOUR time to spend how you see fit! 
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Where Does the Time Go? 
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 If you can’t figure out where that 44 hours goes 
every week, keep track of how you spend your 
time for the next 7 days – you’ll be amazed at 
how it gets used! 

 
 No one expects that a student will use every 

minute of their free time to do work – but it 
seems reasonable that at least half of it will be 
devoted to academics (and even more at very 
busy times) 
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A Good Exercise… 

 It’s helpful to create a list with the following headings as a way 
to organize your time: 

Wednesday, March 26 

 
Task  Time Req. Importance         Other Notes 
Math homework        1 hour  Important 

Play rehearsal        2 hours  Very important Drama Room 

Science Quiz        ½ hour  Very important Cell structures 

Geography mapping    ½ hour  Important Extra help from 

     Mrs Belford 
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Step 2: 
  Daily To-Do Lists 

 Best to use a monthly calendar 
 Important to be able to look ahead by at least 4 

weeks 
 As soon as you are informed of deadlines for 

assignments, test dates etc. put them on the 
calendar so you can ensure that you’re able to do 
some long-range planning 

 A very important step in preventing last minute 
cramming or rushed assignments 
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Step 3: 
  Long-Term Plans 
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4-Quadrant List 

 While procrastinating may give immediate 
gratification because it delays working on an 
important (but sometimes undesirable) task, it 
also brings: 
 Anxiety 
 Reduced sleep 
 Illness 
 Lower grades 
 Poorer quality of work 
 Less learning as a result of being rushed 
 A personal sense of disappointment 

 In the end, it hurts you more than it helps you! 
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Procrastination:   

Enemy of Time Management 

 Time management is a skill that EVERYONE must 
work on in all areas of their life (personal, 
academic, work) 

 Successful time management requires self-
evaluation and the desire to improve 

 Effective time management will require you to do 
things you don’t want to do when you don’t want 
to do them – you have to push yourself!   

 The pay-off of good time management is ALWAYS 
worth the effort 
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In Summary… 



6 
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Concentration 

 Improving concentration is an important part of a 
high school student’s study skills especially in the 
classroom and at home. Concentration can be 
improved with practice, much like improving a sport 
or music through practice. 

 
 

READ THESE TWELVE WORDS  BELOW: 
 Glass 
 Speaker 
 Basket 
 College 
 Medium 
 Hello 
 Fall 
 Ready 
 Frame 
 Shoes 
 Spoil 
 Final 
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Activity 

 On a piece of paper, write down as many of the 12 
words as you can recall from the previous slide. Return 
to the previous slide to see how many of the words you 
were able to recall. 

 Were you able to recall all 12 words? If so, you are 
already practicing good concentration and memory 
skills. If not, some of strategies mentioned in this 
session may help you improve your concentration and 
memory skills. 
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 Distraction free 

 Conditions that are conducive to studying (i.e. chair, desk, 
temperature, and lighting) 
 The chair used for studying should be comfortable enough that you 

can sit for 45 - 50 minutes at a time. Sitting at a desk or table that 
provides adequate space for your materials to be spread out is 
important. 

  Materials needed for studying being present 
 It's important to make sure that you have everything that you will 

need for a particular study session present when you begin.  
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Study Environment 

 This technique is helpful to the students  who have 
the problem in recollecting things especially during 
examinations. 

 

 Sit in a calm place and recollect morning to night, 
what are the things you have done, people you have 
met and places you have visited. 

07/03/2016 Template from www.brainybetty.com 20 

Techniques for Concentration 

 Use your body and your senses to help build memory 
 It has been said, "people remember 90 percent of what they do, 75 

percent of what they see, and 20 percent of what they hear". 
Learning actively can involve your whole body. You can stand up 
and talk aloud as you study, using your arms, legs, eyes, ears, and 
voice.  

 Relax 
 Have you ever been unable to recall information in a test situation, 

but an hour later could remember the information with clarity? This 
may suggest that you were not relaxed during the test. Relaxation 
allows more blood to flow to the brain and thus allows us to think 
more clearly. 

21 

Improving Memory by making it 
Physical 
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 Practice multiple study techniques for each class 
 Use a variety of study techniques to learn the material.  
 Example: If you are trying to learn how to solve math or 

engineering problems, do the problem, talk yourself through the 
problem to ensure that you understand how you got from Step A 
to Step B to Step C, and then review the process with a friend.  

 Example: If you are trying to learn material from a chapter in a 
sociology book for a test, use flash cards to read the chapter, 
review your class notes periodically, write new terms on note cards 
that you carry with you, and review when you have a few idle 
minutes.  
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Improving Memory by making it 
Cognitive 


