[image: image1.png]



[image: image2.png]M AQA Spanish

Student worksheet







Organising yourself

Why do I never have enough time?

When you get to the sixth form, working independently is an expectation. And that requirement is not going to change, whether you’re going into employment or continuing with more study. You’re now expected to organise yourself to arrive on time, with the right equipment, to meet deadlines, stay focused on your MFL studies, and achieve the right balance between your studies and your social life. Evidence from research suggests that being organised will even get you better results.

1 How do you rate your own organisational/time management skills? Carry out this self-assessment activity to help you understand your own skill level. Find the response that best matches your own attitude. When you’ve completed the questionnaire, calculate your score and read the appropriate evaluation.
2 How often do you miss the start of lessons?

a) Never


b) Occasionally


c) Frequently 
3 How often do you miss a deadline for homework?



d) Seldom


e) Sometimes


f) Often

4 How often does your homework take longer than expected?   


g) Hardly ever


h) Sometimes   

i) Regularly

5 How often do you work after 10.00pm in the evening?



j) Hardly ever


k) Sometimes   

l) Regularly

6 When you’re given some homework, do you immediately record the deadline 
in your planner?

m) Always


n) Sometimes


o) Seldom

7 How do you plan your homework tasks?

p) I write out a schedule and stick to it for each homework session.
q) I make a list of what I need to do.
r) I just do whatever comes up.
8 How organised is your work space?

s) I know where everything is.

t) It’s OK; I usually find things when I need them.
u) It might look like chaos, but I haven’t got time to clear it up.
9 When you know you’ve got an essay to write, how easy do you find it to make a start?

v) It’s never easy, but the sooner you start, the sooner you can finish!

w) Well, it takes me a while … but I get there in the end.

 … I’ll just go and make a cup of tea and have one more look at Facebook.
Add up your scores, where:
a = 1 points
b = 2 points
c = 3 points
18–24 points

You might be finding it a bit difficult to keep on top of all your work and are at risk of suffering stress through your own ineffective organisational skills. But all is not lost. By working on your skills, you’ll be more aware of your own use of time, which means you can do something about it. Acknowledge that we can all work at being better organised and set yourself a target for what this will mean to you in practice. Hopefully, this will provide you with the motivation and determination to help you change your ways.

13–17 points

You have a reasonably good approach to organising yourself and managing your time. But make sure you put all your good intentions into practice and you’re working more effectively more of the time. Admit to yourself that with good organisational skills your student life will benefit and all in all, your life will seem much easier. Make sure you know how to say no to distractions more often, too.

8–12 points

You have a good approach to organising yourself and how you manage your time. Hopefully, your effective time management is also allowing you to balance leisure time with all your hard work! We can all work at being better organised and even you might benefit from some more leisure time to enjoy what you like to do to relax.  
10 On which skill areas do you think you need to focus your efforts? Tick those skill areas that need most work. (Add in any other skills that are relevant to you in relation to time management/organisation.)

· timetable – being in the right place at the right time
· avoiding procrastination
· steering clear of distractions
· achieving a balance between leisure and school work
· dealing with stress
· organising work space
· planning homework
· drawing up ‘to do’ lists
· getting homework in on time
· meeting deadlines
· recording/remembering tasks that need to be done
· allocating a certain time to a task and ensuring it’s done within that time

11 Which skill areas will you focus on over the next week? Tick those skill areas you will work on in the next week/the next month/later this term.

	
	In the next week
	In the next month
	Later this term

	Timetable – being in the right place at the right time
	
	
	

	Avoiding procrastination
	
	
	

	Steering clear of distractions
	
	
	

	Achieving a balance between leisure and school work
	
	
	

	Dealing with stress
	
	
	

	Organising work space
	
	
	

	Planning homework
	
	
	

	Drawing up ‘to do’ lists
	
	
	

	Getting homework in on time
	
	
	

	Meeting deadlines
	
	
	

	Recording/remembering tasks that need to be done
	
	
	

	Allocating a certain time to a task and ensuring it’s done within that time
	
	
	

	………………………………………………..
	
	
	

	………………………………………………..
	
	
	

	………………………………………………..
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