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WHAT IS
YOUR GOAL
TODAY?
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4
Choose what you feel is the mast pressing overall time management challenge for you at
wark:
I don’t have time-related challenges
at work. :
Task management / to do lists
Work-life balance
Unproductive meetings and/or SR FE Document / file management
meetings overload
Negotiating time with other
people
Project / case / curriculum Email / text / IM electronic communication
planning and management
5
BUDGET DOCUMENT MANAGEMENT
VISION- / MISSION-FOCUSED Mpm?cj;ﬁ;m NEGOTIATING TIME
WORK-LIFE BALANCE WITH OTHERS
PROCRASTINATION To-DOLISTS  PLANNING CURRICULUM
DELEGATION GRADING
M| N D MANAGEMENT | MEETINGS
TEXTS
WORKSPACE
STAYING FOCUSED  eman ORGANIZATION
TASK MANAGEMENT PHONECALLS M ANAGING
MAINTAINING BOUNDARIES INTERRUPTIONS
COMMUNICATING
PERFECTIONISM EXPECTATIONS
6
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TIME MIND
MANAGEMENT MANAGEMENT

Time Estimation v
Task Efficiency v
Overall Time Distribution
Priority Determination v

TIME MIND
MANAGEMENT MANAGEMENT

Time Estimation v Planning + Action Lists
Task Efficiency v Batching + Patterns
Overall Time Distribution Time Blocking

Priority Determination v Brain Factors
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YOURSELF

PRIORITY
DETERMINATION
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BRAIN
FACTORS
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WHAT IS THE

JOB RESPONSIBILITY
AND A
TASK?

(%
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DIFFERENCE BETWEEN A

13

[1]

Job
Responsibilities

14

[2]

Work Hours

15
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3]

Patterns

L

16

[4]

x? |

Work Tasks <><>O :
<

Of

17

MEETINGS SCHEDULING

COMMUNICATION

CALCULATIONS
GRADING RESEARCH

NETWORKING

[5] Categorize

} DATA INPUT

TEACHING [

DOCUMENTATION
ANALYSIS FILING

CREATIVE STRATEGIC PLANNING

PROFESSIONAL
DEVELOPMENT

18
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The Eisenhower Time Matrix
Urgent Not Urgent

Important

13
)
S
a
£
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z

5 — Absolutely critical; must be done TODAY

4 - Very critical; must be done in the next few days

3 — Important; must be done in the next few weeks

2 — Must be done in the next few months

1 — Would be nice to get done this year

ON AVERAGE, WHAT PERCENTAGE OF
YOUR TIME EACH DAY IS SPENT ON YOUR
5’s AND 4's?

a) 90% or more

b) around 75% of my time

c) around 50% of my time

d) around 25% of my time

e) less than 25% of my time

g (

21
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[1

Iob
Responsibilitias

[4]

WorkTasks  =izk

22
D .-\ m
[7] De/om
Household N .
Members U
23

[8]

Your required
presence for
household
members’
activities

24
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[1

Job
Responsibilities

[41

Work Tasks

1]
Household
Members

26

BRAIN TRUST ROTATION

27
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Priority Determination

1 How intentional are you in setting your work
hours?

2 What patterns that affect your time have

/"h you notated so far2

= 3 Into what categories did you sort your tasks2

4 On what criteria will you base your 5-1
= triaging?

TCSG Teacher of the Year 2025
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Priority Determination
1 How intentional are you in setting your work

hours?

2 What patterns that affect your time have
you notated so far?

= 3 Into what categories did you sort your tasks2

4 On what criteria will you base your 5-1
= triaging?

Share-Out:
Before closing your discussion, decide who will share your 1 or 2 top discoveries
and/or summarize your discussion.

29
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Actions?

- TIME
DISTRIBUTION
+

TASK EFFICIENCY

'PROJECT
MANAGEMENT
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RiiojEcHanagement

34
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Action / Deliverable: Accountability
Description + Quality Check

Contingencies:
Yellow and Red Flags

35

(] ZTwwz Taat Dmacpadzn Favaz rems Phiduz na Cam chen Fursaclo Fampzra bl Trew Blaades oo Camchios  Mans Op ) Duclce

Pause for thought capture:

*scope ideas for current or upcoming
production / project?

*who to gather to create or revisit
production / project scope?

36
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Actions?

Questions?

BRAIN TRUST ROTATION

39
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PATTERNS
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[3]
Patterns
41
/  (page 9) PATTERNS:
y / What is the pattern?
’Y’:‘; How can you mitigate it or
N

redirect more quickly?

How can it be prevented?

Presented by: Helene Segura
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sleep sleep  sleep  sleep  sleep sleep
= L 123 I e L
sleep MO8  oymute | work  work work
routine I
, S S - T e L
work  work work work work = work
e — - o g - b
commute  €VeMIng - evening woup  work
| routine routine |
. b | | - : L
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BLOCKING
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WHAT DO YOU
KNOW ABOUT
TIME
BLOCKING?

Honday Tucsday Wodncsday Thursda Friday
Theme
ELEt)
5:00
i3

Sundry Handay Tuesday WIadnzony Thurzey Friday Eaturdey

EEET Report .
Analysis it Meztings

= Sile
43 3D Visits
] Emall &

HET] Phone Calis
Unexpected | Cushion ¢ Padding
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Sunday

Honday

Tucsday — Thursoey Friday

Saturdey

| |
T I

Office Hours

Office Hours

Office Hours

Tlage

Tlage

Tlave

Oflca Haura

Offlca Haura

Oflca Haura
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Patterns
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Work tasks - categories, priorities
Virtual/Remote Work:

quired who gets
priority?
Project management
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Foida Tuseday irdrasday Thersday Fiiday

1

- p
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Priority [ i Overall Time Di:
and Overall Task Efficiency

1 While beginning your time blocking draft, what
observations did you, make about your overall ime
distribution (how you've been using your time vs. where
your time should be going)2

l S 2 Do you have a job priority fo which you must be more
=] intentional about dedicating time?2

3 What other modifications can you make fo your overall
hme distribution in order to improve fask efficiency (e.g.,
“chunking" or “batching” similar tasks)2

é ng much reactionary time should you allow for each
ay?

Share your thoughts, observations and ideas:
Priority Determination, Overall Time Distribution
and Overall Task Efficiency

1 While beginning your time blocking draft, whaiobservmlons did
you make about your overall fime disfribution (how you've been
using your time vs. where your time should be going)2

Do you have a job priority to which you must be more
1 \mem\onuluboufde icating time?

3 What other modifications can you make to your overa\l time
distribution in order to i |mprove task efficiency (e.g., “chunking” or
- “batching” similar tasks) 2

4 How much reactionary time should you allow for each day?

Share out:

Before closing your discussion, decide who will share your 1 or 2 fop
a

ind/or summarize your discussion.
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Questions?

TIME

managemehl’:
is all about

MIND

management

Actions?
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BRAIN TRUST ROTATION
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61

TASK EFFICIENCY
: + :
TIME
ESTIMATION

Daily Planning

355193

63
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3+3

Top 3 priority tasks to Next 3 priority
complete tasks to complete
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Daily Planning

3+3
Time estimations

Time padding

65

HOW MANY HOURS PER DAY
ON AVERAGE DO YOU
SPEND IN REACTIVE MODE?

9 or more

66
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Daily Planning
S ar o
Time estimations
Time padding
> Triaging
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[ihursdayRikritday;

Pre-appointment/meeting/class prep?

Post-appointment/meeting/class debriefing?

Reactionary time? 3

Morning task appointments?

Reserve time for anything coming down
the pipeline?

Open time for ...?

www.TimeManagementRevolution.com

69
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Page 14 - Daily Task Efficiency, Time Estimation and Daily Planning

1 How do you plan to implement 3+3 and time
estimation in your daily planning process?

2 What variation of time blocking will you utilize
and why?2 (Some days2 All days? Full day? Half
day?2 One hour? etc.)

3 What other modifications can you make to
your daily planning and working methods in
order to improve your daily task efficiency?

4 What is your top daily planning best practice?

TCSG Teacher of the Year 2025

Page 14 - Share your thoughts, observations and ideas:
Daily Task Efficiency, Time Estimation and Daily Planning

1 How do you plan to implement 3+3 and time
estimation in your daily planning process?

2 What variation of time blocking will you utilize and
why? (Some days? All days? Full day? Half day? One
houre efc.)

3 What other modifications can you make to your daily
planning and working methods in order to improve your
daily task efficiency?2

4 What is your top daily planning best practice?

Share-Out:
Before closing your discussion, decide who will share your 1 or 2 top discoveries

and/or summarize your discussion.

Presented by: Helene Segura

24



TCSG Teacher of the Year 2025

TIME
management
is all abouk

MIND

management

Actions?

DOCUMENT
MANAGEMENT
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OPTIONS

Paper
Digital
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SET UP

Recall
Folders

Naming
conventions

Share youl 'h gm bervcl'
eeeeeeeeeeeee

fII What is your challenge related to documents /
ilese

2 Inwhat type of situation does this arise?

d sssssssssssssssssssssssssssssssssssss
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Dy

Questions?

Actions?

TIME MIND
MANAGEMENT MANAGEMENT

Time Estimation v Planning + Action Lists
Task Efficiency v Batching + Patterns
Overall Time Distribution Time Blocking

Priority Determination v‘ Brain Factors

81
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Utilize time estimations

Triage 5-1

Allow 30 minutes “cushion” time

Time block first 30 minutes
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TIME
management
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management

‘ Kick chaos to the curb!
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