
Time Management


Listed below are some possible time management behaviours. Please honestly rate the extent to which each statement is true for you by circling the best answer for each item using this scale:

	FALSE
NOT LIKE ME
	
	TRUE
LIKE ME

	1
	2
	3
	4
	5
	6
	7
	8

	This statement doesn’t describe me at all; it isn’t like me
	More false 
than true
	More true 
than false
	This statement describes me very well; it is very much like me



	
	Item
	False
	
	
	True

	01
	[bookmark: _GoBack]My life is disorganised.
	1
	2
	3
	4
	5
	6
	7
	8

	02
	I manage the way I use my time well.
	1
	2
	3
	4
	5
	6
	7
	8

	03
	I am clear about what I want to accomplish this year.
	1
	2
	3
	4
	5
	6
	7
	8

	04
	I do things in order of priority.
	1
	2
	3
	4
	5
	6
	7
	8

	05
	I use my study time effectively.
	1
	2
	3
	4
	5
	6
	7
	8

	06
	I tackle difficult or unpleasant tasks without procrastinating.
	1
	2
	3
	4
	5
	6
	7
	8

	07
	I accurately predict how long tasks will take.
	1
	2
	3
	4
	5
	6
	7
	8

	08
	I am a habitual time-waster.
	1
	2
	3
	4
	5
	6
	7
	8

	09
	I am on top of my studies this year.
	1
	2
	3
	4
	5
	6
	7
	8

	10
	I accomplish what needs to be done each day.
	1
	2
	3
	4
	5
	6
	7
	8

	11
	I do the most important tasks during my most energetic periods of the day.
	1
	2
	3
	4
	5
	6
	7
	8

	12
	I prepare a daily or weekly "to do" list.
	1
	2
	3
	4
	5
	6
	7
	8

	13
	I tackle my tasks in order of importance.
	1
	2
	3
	4
	5
	6
	7
	8

	14
	I meet deadlines without rushing at the last minute.
	1
	2
	3
	4
	5
	6
	7
	8

	15
	I spend enough time planning.
	1
	2
	3
	4
	5
	6
	7
	8

	16
	I keep up-to-date on my reading and assignments.
	1
	2
	3
	4
	5
	6
	7
	8

	17
	I resist distractions when trying to complete important tasks.
	1
	2
	3
	4
	5
	6
	7
	8

	18
	I find places to work that allow me to avoid interruptions and distractions.
	1
	2
	3
	4
	5
	6
	7
	8

	19
	I get assignments done on time.
	1
	2
	3
	4
	5
	6
	7
	8

	20
	I find myself procrastinating over tasks that need to be done.
	1
	2
	3
	4
	5
	6
	7
	8

	21
	I have a weekly schedule on which I record fixed commitments such as classes and work hours.
	1
	2
	3
	4
	5
	6
	7
	8

	22
	I spend enough time on academic matters.
	1
	2
	3
	4
	5
	6
	7
	8

	23
	I make constructive use of my commuting time.
	1
	2
	3
	4
	5
	6
	7
	8

	24
	I periodically re-assess my activities in relation to my goals.
	1
	2
	3
	4
	5
	6
	7
	8

	25
	I avoid spending too much time on trivial matters.
	1
	2
	3
	4
	5
	6
	7
	8

	26
	I break complex projects down into manageable tasks.
	1
	2
	3
	4
	5
	6
	7
	8

	27
	I complete important assessment items before they are due.
	1
	2
	3
	4
	5
	6
	7
	8

	28
	I screen my phone calls to prevent interruptions.
	1
	2
	3
	4
	5
	6
	7
	8

	29
	I am in charge of how my time is spent.
	1
	2
	3
	4
	5
	6
	7
	8

	30
	I am satisfied with the way I use my time.
	1
	2
	3
	4
	5
	6
	7
	8




2
Thank you for your time.
