Athletics Time Management Workshop

Materials:

Over head projector

Colored pens/highlighters for groups to use to make calendars and schedules

Handouts

Tables 

1. Why have this workshop?  What is so special about time management?  What about being an athlete makes this so important?  Hand out  - - - Reality Check of  Time
AS Athletes you have a particular  “problem” that other students do not have.  You have chosen use a LARGE portion of your free time to participate as a member of a team which include attending practices and competitions, and traveling to and from events.

Lets look  at the time that is available in each week - - 

168 hours.  Take out 

15 hours for attending class - - 

153 are left.  Take out 

21 hours for meals ( 3 hours a day 7 days a week) - -

132 hours left.  Take out 

56 hours for sleep ( 8 hours a day 7 days a week)
76 hours left

30 hours for study
46 hours left.  That is 46 hours to do everything else that you do.  Practice, dressing for practice, cleaning up after practice, travel to and from events and classes, going to a movie or party, watching tv.

Most people have the 46 hours for goofing off and doing pretty much what they want.  Your Free time is not so free.  There may be some weeks that with competition and travel out of town and practice that you will have very few free time hours.

One of the ways to have a life and do well in your studies and contribute to the winning efforts of your team is to be very conscious of your time and the demands placed upon you.  IN the time that I have worked with students, first as an academic Coach for the women’s athletic dept at the Univ. of Texas, to a learning skills specialist at a sister school north of here and now as a learning Disability specialist here at SUNY A - - - - the MAJOR skill that contributed to academic success was the proper management of time.

If you spend the effort on learning a play or skill for your team, and practice it until you can do it at the right time without thinking, you KNOW what you have to do to be successful at academics.  You need to practice what you will have to do in the class until you know the information so well you can give the right answer without thinking about it.  That takes time and effort, just like practice takes time and effort.  If you think about the first day of practice (2 a days?), you know it took time to get back into shape for the effort your coaches want from you.  Getting back in to studies will not be quite so physically challenging, but will be mentally rough, especially since you may be thinking about doing your studies at the end of the day when you are really tired!

For you first year student athletes, you will discover that the material covered in the typical high school classroom in 40 weeks meeting 5 days a week is covered here in 15 weeks meeting 1 to 3 times a week.

Because you have limited time to waste, making and following a time management plan and organizing your studies to be efficient and effective is more important for you than your non-athletic classmates.

If will take some of your time to organize things, but once you get into a routine, this preparation will save you precious time and help increase your grades.

2. The basics of Time management: Handouts to go over and use:

First a statement:  If you have never in your life studied 30 hours a week, I don’t expect you to be able to starting right this minute.  IF you want to change a behavior, you start out with small but do-able changes, otherwise you are setting yourself up for failure.  If you studied 3 to 5 hours in high school, plan on a minimum of 10 hours at first.   Gradually add additional hours to that time until you are confident that you are learning the material and making the grades that you need to stay in good academic standing, make you proud, and will get you the job you want after you graduate.  Depending on your major, you may find that to get solid “B”’s require20 hours a week.  For some one else, a full 30 will be needed, and for a very few, less than 20 will do.

Use the following sheets as guides to help you plan your days and weeks, so that you are not surprised by exams or paper due dates, so that you kno wwhen you have a “rough week” and when you have extra time to get ahead on things.

a) daily plan - - fixed schedule; 

The fixed schedule is a handy tool for planning out your week.  Some people only make it up once a semester, but you may find it handy to copy it with you current class schedule and customize with your changing schedule.  This way you can take in to account when you will be traveling, when the practice schedule changes, when you go to play-off/conference championship games, etc.

There are several ways you can use this schedule.

One as I mentioned is to customize it once  week to include things like travel time, competition schedule, practice, if they change, as well as classes, study time, meals and sleep.

Another way to use this schedule is to see what you are actually doing.  Have your classes on it, then record when you eat, when you sleep, when you study, how much time did practice actually take, including the getting ready for practice and the recovering from practice/clean up.  When did you actually study?  How many hours did you put in?  Are you up to date with all of your readings, practice questions/home works/research papers?

If you don’t have enough study hours on it and you find time that is being “wasted” you can make plans/goals for  the next week.

ON this schedule you want to try and find 30 hours that are consistent that you will use for studying.  It is much better to have too many hours for study, and free them up for other things, than to have too few hours for study and try and find extra study hours.  Freeing up study hours for free time feels like a reward.  Taking away free time and adding in study hours can feel like punishment.

b) long range planning - - semester calendar (3 blank pages to tape together);

The Semester calendar is used to give you a look at the entire semester.  In particular you want to be able to see when you are competing in town, when you are on trips and when you have exams and papers, etc. due.

This lets you see when you have a little break in your schedule and when your life gets very interesting.  This along with the fixed schedule can help you plan ahead, so that you are not going from one crisis to another.  It lets you see that getting ahead, whenever you have a chance, will make the end of the semester easier for you.

Use this form to tape together to see the whole semester.

Do not skip dates/lines when you go from one month to the next . . . make it continuous.  Tomorrow sounds a lot closer then next month, especially when tomorrow is next month.

Mark off the days that are over, to help you keep track of exactly where you are in time.  It is a terrible thing to discover that you forgot to mark off a week, and instead of a leisurely week to study for an exam, you have 24 hours instead.

c) To do lists that include the immediate work and the long range long term tasks, 

You create a To DO List by using your fixed schedule, and semester calendar together along with your syllabi.

Some people make a list by day, others by priorities, others by subject.  Do what works best for you.  I have included two forms to give you an idea of different types of lists.

The important point is to make a list and to use it.  Make only one list, whether you make a list for each day or a list for each week.

Suggestions if you make a daily list, do so at the same time every day . . and make the list for what you will do tomorrow.  If you make it for a week at a time, do it once a week.

Use your list to keep track of the pages you have read each day, the questions you have answered, and the review that you have done.  Note long term projects and papers and do a little on it each week so you don’t have to forfeit sleep because it was put off until the last minute ( due in 2 hours and you have 12 hours of work to do - - such a rush)

d) making use of small bits of time - - Studying on the run
Use small bits of time whenever you can.  10 or 15 minutes can get a page or two read, or review notes from lecture, or go over questions you have predicted, or review vocabulary words, or formulas you might have to learn.  Index cards come in handy for this.  

Plan this in to your fixed schedule.  15 minutes here and there soon adds up to an addition hour of study!  Always have something with you that you can review or study so you don’t waste time standing in line or waiting for a class to begin.  

Using small bits of time like this will give you free time later in the day.

3. A simple technique of memory improvement that takes little time but has large long range benefits.  Handout - - Forgetting curve with suggestions to turn it into a power curve.

Let me show you the power of frequent review and how you can use a simple time saving technique to improve grades and memory at the same time.  There is a story that goes long with this graph that is in your packet.

Here is how to turn it into a Power curve.  Instead of just reviewing the day you take the notes, review all of your notes at least once a week.  Right now that will not take you so very long. You will be amazed at what you have to re-learn already, but you are being very smart to do this now early in the semester.  Each week as you review all of your notes, you improve your memory, so that getting ready for an exam will be that much easier.

4. Final handout and suggestions - - Procrastination and how to get it under control

This is not to make you an expert procrastinator, but to let you know that you can control it and the stress it causes by making conscious choices NOW.  Start doing what it takes to get head and stay ahead NOW, so that when the semester and competition schedule gets really interesting you won’t stumble.

5. Time to get started on making your Semester Calendars and Fixed Schedules

Let’s use some of the time remaining to actually start taking control of the semester.  Using this time means that you are already practicing getting procrastination under control.  Investing the time makes it more likely you will actually start using this.

The upper classmen know what I am talking about.  Some of them are ready to not let the mistakes of a previous semester not be repeated.  

