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Managing Time 
_________________________________________________________________________ 

 

About This Kit 
 

When asked why they don’t take better care of themselves, most people say they don’t 
have enough time.  Lack of time is often blamed for not exercising, eating poorly, and 
feeling stressed.   
 
Is time a stressor for you?  Do you feel that your time is out of your control or controlled 
by outside demands?  If so, you may feel greatly stressed and pressured by time demands.   
 
Time management can help you increase your efficiency and reduce unnecessary self-
imposed demands.  The objectives of time management are to reduce wasted time, increase 
time spent on enjoyable and healthful activity, achieve a balance between work, play, and 
self-care, and ultimately improve your sense of well-being.  In this kit you will: 
 
Step 1. Assess your values and your time 
Step 2. Consider how you use your time 
Step 3. Understand the concept of balance 
Step 4. Learn ways to use time more efficiently 
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Step 1 
 

Assess Your Values and Your Time 
_________________________________________________________________________ 

 
Check Yourself 
 
Your values (what’s important to you) give direction to your life.  How you spend your 
time says a lot about your values. 
 
Below are some important values listed in no particular order.  Review the list and add any 
others.  List the values in rank-order from “most” to “least” important with #1 being most 
important.  For each value, rate the amount of time and effort you are currently spending in 
this area of your life as high (H), moderate (M), or low (L).   
 
Values Ranking on                        Rating for 

Importance                       Time and Effort      
Marriage or other significant intimate 
relationship 

1. 

Health 2. 
Children and family 3. 
Spiritual needs 4. 
Status/recognition from others 5. 
Intellectual stimulation 6. 
Material things (things $$ buys) 7. 
Creativity 8. 
Work satisfaction 9. 
Pleasure (having fun; doing things you 
like) 

10. 

Power 11. 
Financial security 12. 
Friendships 13. 
Physical attractiveness/appearance 14. 
 15. 
 16. 
 17. 
 
Which values did you rate high on importance (in the top five) and high on time and effort? 
 
Which values did you rate high on importance (in the top five) and low on time and effort? 
 
Which values did you rate lower on importance and high on time and effort? 
 
Should you consider using your time differently? 
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Step 2 
 

Consider How You Use Your Time 
_________________________________________________________________________ 
 
Everyone has the same amount of time – 168 hours per week.  How you spend your time 
represents your values, priorities and the choices you make.  Others who seem to have 
more time than you have made different choices for how to use it.   
 
What are your major time commitments?  You may not be aware of how you really use 
your time. Think of a typical week for you.  Write in the number of hours you spend in 
each of the activities listed below.  You may want to keep a log for a week and record what 
you do in one-hour blocks of time to have a more accurate record.  The total for the three 
areas should equal 168 hours for one week.   
 
Productivity/Work 
Hours Per Week 
_____Working on-the-job 
_____Commuting to and from work 
_____Job-related working at home  
_____Working around the house (cooking, cleaning) 
_____Running errands 
_____Working at hobbies 
_____Doing any other work (volunteer work) 
 
_____Total hours working per week 
 
Relationships 
Hours Per Week 
_____Interacting with spouse or significant other 
_____Interacting with your children 
_____Doing other parenting activities (meetings, carpooling, shopping) 
_____Interacting with the family all together 
_____Interacting with other family members 
_____Interacting/Socializing with friends and neighbors 
_____Socializing with friends from work 
_____Any other non-work socializing 
 
_____Total hours maintaining relationships per week 
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Self-care 
Hours Per Week 
_____Eating meals 
_____Sleeping; napping 
_____Relaxing 
_____Exercising and physical activity 
_____Grooming and personal hygiene 
_____Reading (non-work related) 
_____Playing; having fun 
_____Meditating; worshiping; reflecting 
_____Doing other things for yourself 
 
____Total hours performing self-care per week 
 
Divide the circle on the “homework” page to identify the proportion of your time you 
spend in each of the three areas.  Each section represents six hours.  For example, if you 
spend 30 hours per week maintaining relationships, you would allocate five sections of the 
circle for “Relationships.” 
 
What are your major time commitments?    
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Step 3 
 

Understand the Concept of Balance 
_________________________________________________________________________ 
 
Balance is a term that is frequently used when discussing stress management.  Balance 
means a lifestyle of moderation in which you divide your limited time and energy fairly 
among the three important life areas:  work, relationships, and self-care.  People can get out 
of balance by placing an extreme overemphasis on one or two of the life areas while 
neglecting the remaining area or areas.  
 
Balance and Work 
 
Workaholism is compulsively devoting an excessive amount of time and energy to work or 
other productive endeavors.  It goes beyond enjoying and being very committed to your 
work.  Do any of these characteristics sound like you?  Check any that apply. 
 
Do you: 
 Lose perspective and become overly preoccupied with work? 
 Work long hours and bring work home? 
 Refuse to delegate, believing that you are the only one who can do the job? 
 Refuse to take vacations or remain preoccupied by work during vacations? 
 Have difficulty enjoying free or unstructured time? 
 Deny that you have any control over the workload? 
 Blame someone else for why you must work so much? 
 Deny the harmful impact that your work demands place on you and your family? 
 Define success as money, possessions, power, position, or exceptional professional 

achievement? 
 Base your self-esteem on external factors (position, possessions) rather than 

unconditional self-acceptance from within? 
 Indicate a high value on family and health but spend almost no time supporting these 

priorities? 
 Place stress on co-workers or family members due to your level of stress? 
 
Only you can decide if your work hours and demands are excessive.  If you suspect an 
imbalance, asking for the opinions of close friends, family members, or even co-workers 
can sometimes be helpful. 
 
Balance and Relationships 
 
Basic social needs are met through relationships with others and are critical to your well-
being.  Research on social support suggests that people with strong social networks practice 
healthier lifestyles, enjoy better health, and live longer than people who are isolated.  
Reaching outside yourself can give your life great meaning and joy.  It takes time and 
energy to nurture and maintain relationships, but the rewards are worth the effort.  Your 
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self-esteem and sense of purpose in life increase when you share a common goal or bond 
with others. 
 
But just like work and productivity, too much of a good thing can lead to imbalance.  Some 
people spend so much time and energy doing for others that they neglect themselves and 
their work.  Do any of these characteristics sound like you?  Check any that apply. 
 
Do you: 
 Spend most of your time either working or nurturing others? 
 Feel you must anticipate and meet all the needs of your spouse or significant other? 
 Feel you must anticipate and meet all the needs of your children? 
 Feel selfish or guilty if you take time for yourself? 
 Encourage others to be overly dependent upon you? 
 Feel resentful when the more you do the more others expect from you? 
 Feel taken for granted? 
 Feel unappreciated? 
 
Reaching outside all the time will leave you exhausted.  Living only for yourself will leave 
you lonely and empty.  Finding the balance is the key to a rich and contented life. 
 
Balance and Self-care 
 
Good self-care is the foundation upon which the other two priority areas are built.  If you 
don’t take care of yourself, you won’t be able to nurture your relationships or engage in 
productive work.  All of these areas are interrelated.  Poor self-care will affect you not only 
in that area, but also in some or all of the other areas as well. Do any of these 
characteristics sound like you?  Check any that apply. 
 
Do you: 
 Neglect grooming and personal hygiene? 
 Abuse your health with alcohol or tobacco? 
 Feel you are not worthy of self-care? 
 Feel selfish if you take time for yourself? 
 Deny your lack of self-care? 
 Deny the negative impact of self-neglect on your health? 
 Deny the negative impact of self-neglect on your relationships and productivity? 
 Hold others responsible for your self-care needs? 
 
When you allow time for your own needs to balance out the time you spend doing for 
others and doing your job, you’ll probably be surprised at how much more you accomplish 
all around. 
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Re-consider How You Would Like to Spend Your Time 
 
Refer to the activity in Step 2 of this kit.  Divide the second circle on the “homework” page 
to show how you would like to spend your time to take better care of yourself and achieve 
balance in your life.   
 
At different times in your life you may have to be out of balance temporarily due to 
unusual circumstances.  For example, if a family member is seriously ill, you may need to 
devote an unusual amount of time to that person.  An accountant may have to work 
unusually long hours during tax season.   
 
At some point, however, balance must be reestablished.  If allowed to continue indefinitely, 
imbalance may result in significant stress symptoms.  Finding your balance is a day-to-day 
matter.  Being able to change as your circumstances change is key to balance and a healthy, 
satisfying life.    
 
Does your life currently look out of balance? 
 
What aspect of your life is currently over-emphasized? 
 
What aspect of your life is currently under-emphasized? 
 
What are some steps you could take to bring your life into more balance right now?  
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Step 4 
 

Learn Ways to Use Time More Efficiently 
_________________________________________________________________________ 
 
No matter how many demands or responsibilities you may have, there are ways to use your 
time more efficiently in all areas of your life.  Good time management will benefit your 
physical and emotional health.  You’ll have the time you need to plan your meals, shop for 
and cook healthy food, be physically active, and practice stress management techniques.  
And, you won’t have to compromise your work or relationships to be healthy.  Time 
management begins with you taking personal responsibility for how you spend your time. 
 
Set Priorities 
 
Take five to ten minutes at the beginning of each day to set priorities and make a list of 
what you want to accomplish that day. 
 
Try this approach.  Draw a square and divide it into four boxes.  Write the various tasks 
that you need to do into the boxes as shown below. 
 
Important and Urgent 
*Do these tasks first. 
 
 
 
 
 

Important, But Not Urgent 
*Set priorities. 
 
 
 

Unimportant and Urgent 
*Delegate if you can 
 
 
 
 

Unimportant and Not Urgent 
*Don’t spend any time on these tasks. 
 
 
 

   
Ask yourself: 
 Are there tasks that are crucial for the day? 
 Are there tasks that could wait? 
 Are all of the tasks necessary? 
 Could you break tasks down into smaller tasks that are easily and quickly 

accomplished? 
 Could you start the next day’s list at the end of the day while projects are still fresh on 

your mind? 
 Could you use a day planner/calendar to help schedule your time? 
Mark tasks off as they are completed and feel good about your progress. 
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Identify Time Wasters and Interruptions 
 
Give up some of your perfectionistic ways.  Perfectionists waste a lot of time by 
compulsively overdoing many tasks that could require much less time for an acceptable 
outcome.   
 In what areas of your life could you be “average”? 
 Are you confusing high standards with unrealistic, perfectionistic standards or goals? 
 
Examine your weekly log for blocks of wasted time. 
 Are so many meetings necessary and should they last so long? 
 Are you doing things that others should be doing? 
 Could you listen to professional development audiotapes while driving? 
 Do you stay calm (practice relaxation) when interruptions or delays occur? 
 
Get organized.  One hour spent organizing or developing a system can save many hours of 
wasted time down the road.   
 Could you organize your closet and drawers better? 
 Would it help to hang a key holder next to the door? 
 Could you develop a system for paying your bills? 
 
Arrange your work time efficiently. 
 Do you plan difficult tasks at times when you energy is at its peak? 
 Do you know how much time a task is likely to take and match the task to the time 

available? 
 Do you avoid spending significant time on minor decisions? 
 Do you handle a piece of paper only once – act on it, pass it to someone else, or throw 

it away? 
 Do you minimize interruptions? 
 
Delegate and Delete 
 
Just say no!  Probably the single most important time management skill, saying “no,” may 
also be the hardest for most people.   
 Can you learn to consistently protect your time by setting firm limits with other people 

who ask for it? 
 Can you suggest someone else to do the task? 
 Can you agree to do something but not all that was requested? 
 Can you say “no” without feeling guilty? 
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Negotiate and delegate.  You’ll never know what someone else might be willing to do 
unless you ask. 
 
 Do you currently do tasks that someone else could handle? 
 Are your standards set so high that no one else could possibly meet them to your 

satisfaction? 
 Are you comfortable asking for help? 
 
Buy time with your money.  Spend some of your money to pay someone else to do those 
mundane but time consuming services you are currently performing. 
 Could you spend less on buying things and spend more on buying time? 
 Could you pay someone else to cut the grass, wash the car, or help with housecleaning? 
 Is quality of life determined more by what you acquire or by what you do with your 

time? 
 
What are your best time management tips?   
 
 
What are three things you will do to use your time more efficiently in the next week? 
1. 
2. 
3.  
 
Time management will help you free up wasted or over-committed time.  Don’t use time 
management to find a new obligation to squeeze into your day (unless it’s related to 
healthy living!), but to ease the burden of over-commitment.   
 
Finding Time for Physical Activity and Exercise 
 Be aware of the times you are very inactive.  Think about how much time you spend sitting and 

reclining.  Plans ways to substitute lifestyle activities for sedentary activities. 
 Check your luggage or stow it in a locker and walk through the terminal while waiting for a 

plane. 
 Explore a new city by walking, jogging, or cycling to see the sights. 
 Walk through parks and museums. 
 Fit in short bouts of brisk walking several times during the day. 
 Discuss work issues with co-workers while walking. 
 Combine social activities with exercise – dancing, ice skating, hiking, cycling. 
 Find opportunities for you and your spouse or significant other to exercise together.  Use the 

time to talk. 
 Ride a stationary cycle while reading the newspaper or a book. 
 Walk on a treadmill, stretch, or perform strength training exercises while watching the news on 

T.V. 
 Burn extra calories by doing chores around the house as quickly as possible.  You will 

accomplish things you need to do.   
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Finding Time for Eating Healthy 
 When eating out, ask for a take-home container and save a left-over portion for another 

meal. 
 Learn to make healthy choices at fast food restaurants. 
 Take your breakfast with you if you are in a hurry.  Leave the clean-up until later. 
 Make a smoothie for breakfast or lunch.  Blend frozen fruit with low-fat yogurt and top 

with wheat germ or crunchy cereal.   
 Eat ready-to-eat cereals with fresh or frozen fruits for lunch or dinner. 
 Use healthy prepackaged foods such as canned or dry soup mixes and frozen entrees 

you can heat in the microwave. 
 Take a potato or sweet potato to cook in the microwave at work. 
 Shop from a grocery list. 
 Be willing to pay for conveniences that help you eat healthier, such as pre-washed and 

peeled vegetables.   
 Acquire the cooking tools and equipment you need to cook healthier. 
 Learn to use your microwave effectively to prepare quick and healthy meals, not just to 

heat frozen foods or warm left-overs. 
 Use ingredients that have already been partially prepared to cut down on your 

preparation time. 
 Prepare your own ingredients ahead of time and save the cost of buying pre-prepared 

items. 
 Have on hand the consumable supplies you need to prepare and store foods safely – 

aluminum foil, plastic bags, freezer wrap, etc. 
 Cook foods to freeze for future use.  Make a double recipe and freeze what is left in 

individual portion sizes for quick meals another time. 
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Managing Time 
_________________________________________________________________________ 

 

Before Your Next Visit 
 
In the time between your visits with your mentor, you should read and complete your 
educational kits.  Use this sheet to record your work.  Think of this as “homework.”   
 
 How do you assess your values and your time? 
Which values did you rate high on importance (in the top five) and high on time and effort? 
 
Which values did you rate high on importance (in the top five) and low on time and effort? 
 
Which values did you rate lower on importance and high on time and effort? 
 
Should you consider using your time differently? 
 
 How do you use your time?  Give the number of hours you spend each week in these 

three areas (the total should equal 168 hours for one week): 
_____Total hours working per week 
_____Total hours maintaining relationships per week 
_____Total hours performing self-care per week 
 
 Divide the circle below to identify the proportion of your time you spend in each of the 

three areas.  Each section represents six hours.  For example, if you spend 30 hours per 
week maintaining relationships, you would allocate five section of the circle for 
relationships.  

 Note:  1 section = 6 hours 
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Does your life currently look out of balance? 
 
What aspect of your life is currently over-emphasized? 
 
What aspect of your life is currently under-emphasized? 
 
What are some steps you could take to bring your life into more balance right now? 
 
 
 Divide the circle below to show how you would like to spend your time to take better 

care of yourself and achieve balance in your life. 
 
 

 Note:  1 section = 6 hours 
 
 
 What are three things you will do to use your time more efficiently in the next week? 
 
I will do the following to manage my time more efficiently in the next week: 
1. 
2. 
3. 
 
Write any questions for your mentor here. 
 



 


