	
	



Working with Purpose - Review your time
Over the course of a typical week, what activities do you do in each quadrant?

	 
	Urgent
	Not urgent

	Important
	
1. GET IT DONE
	 
2. DO IT

	Not important
	 3. AVOID AND EXPLAIN








	4. DROP IT



 Have a think about & list your priorities / meddyliwch am eich blaenoriaethau a rhestrwch
(A) TOP 5 
·  
·  
·  
·  
·  
Look at COVEY grid – Priorities &GOALS - Set some goals which line up with priorities 
	Priorities
	Goals to match

	
	

	
	

	
	

	
	

	
	 

	
	 

	
	

	
	

	
	



Weekly Time Management / Rheoli Amser Wythnosol
	Things I need to do: / Beth sydd angen i mi wneud:
·  
·  
· 
Ways of looking after me: / Dulliau edrych ar ôl fy hûn
·  
·  
· 

	
	Mon/Llun
	Tues / Mawrth
	Wed / Mercher
	Thurs / Iau
	Fri /Gwener
	Sat / Sad
	Sun/Sul

	Before 9am
	
	
	
	
	
	
	

	9-10am
	

	
	
	
	
	
	

	10-11am
	

	
	
	
	
	
	

	11-12am
	

	
	
	
	
	
	

	12-1pm
	

	
	
	
	
	
	

	1-2pm
	

	
	
	
	
	
	

	2-3pm
	

	
	
	
	
	
	

	4-5pm
	

	
	
	
	
	
	

	5pm onwards
5yh ymlaen 
	
	
	
	
	
	
	



What’s left over from this week – place on follwing weekly time management calendar. 
Beth sydd heb ei gyflanwi yma – gosod ar calendr wythnos nesaf wrth gynllunio rheoli amser


