
Time Management
How can you use your time efficiently



Time Wasters

The group is divided into four teams. Each team is given an envelope that contains 

four index cards, and a time waster is listed on the back of the envelope.

The team gets three minutes to write as many ways to overcome that time waster 

and write it on one index card. Then they pass the envelope to the next group, and 

so on.

Afterward each team can present their results, all can vote on the best ones, or 

however you want to go over the results.



Puzzle Challenge

You divide your group into 4 teams and give them a puzzle to work 

on. Silent then Talk

After a few minutes, you ask them what is missing and what is making 

it difficult. They will likely say they don’t have the picture of what it is 

supposed to look like. Then you give it to them.

The point of this exercise is to show the importance of seeing the big 

picture when planning and choosing our activities.





Picking Up Blocks

In picking up blocks, place a large set of colored blocks haphazardly on the floor or a table. Tell participants 

they are to pick up as many blocks as possible, but they must pick them up one at a time and with their 

nondominant hand. Call a start to the exercise. When a minute has passed, tell them their time is up. Add 

up the blocks they picked up, giving one point for each block.

Next, tell the group you're going to start the exercise again, but this time there's a point system involved. 

Each color of blocks will be worth a different number of points (such as 1 point for yellow, 2 points for blue, 3 

points for red, etc.) At the end of a minute, reward the team or individual that got the most points. This helps 

them develop the skill of prioritizing quickly and efficiently.


