
About this lesson

To explore strategies that help manage stress and promote balance, students 
will create a time budget to assess how they currently manage their time and 
establish time management strategies to help them manage stress and achieve 
and maintain a healthy school/life balance.

Learning objectives

By the end of this lesson, students will:

 • explain why time management is important in school and on the job
 • create a time budget to assess how they currently manage their time
 • explore ways to improve their time management skills
 • investigate how time management is important for a career of interest
 • identify time management strategies to achieve a healthy school/life 

balance

Driving question

Why is time management important in school and on the job?

Future-ready skills

Time management Self-regulat ion Self-control Analyzing

Career awareness Goal sett ing

Lesson breakdown

15
minutes

Activity 1: Time management self-assessment
In this activity, students will complete a time management self-assessment 
to evaluate how well they manage their time and identify areas they’d like 
to develop further.

45
minutes

Activity 2: Xello lesson: Time management
In this activity, students will complete the Time management lesson in 
Xello. They will create a time budget to assess how they currently manage 
their time, explore ways to improve their time management skills, and 
investigate how time management is an important skill for a career of 
interest.

25
minutes

Activity 3: My time management strategies
In this activity, students will identify how time management is an important 
skill for another saved career and 2 upcoming commitments. Then add and 
rate the Time Management skill within their Xello profile.

10
minutes

Exit activity - Rate my time management skills
Instruct students to add and rate the 6 time management strategies 
(Setting Goals, Planning, Staying Focused, Prioritizing, Organized, and 
Analyzing Information) in the Skills section of their About me profile.

Xello entry point
Students will need to save 
three careers before starting 
this lesson. It’s also 
recommended that students 
complete the Matchmaker 
assessment (phase 1).

Vocabulary

 •  Task management
 •  Setting goals
 •  Planning
 •  Staying focused
 •  Prioritizing
 •  Organized
 •  Analyzing Information
 •  Procrastination
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Inquiry prompts
 • Do I manage my time well?

Before you begin

1. Decide how you will share the Time management self-assessment Google 
doc with your students (hard copy versus shared through Assignments on Xello). 
Create the assignment or prepare the hand-out, accordingly).

2. Ensure that students are able to log into their accounts and access the Xello 
Time management lesson. They will need to have saved three careers before 
starting this lesson. It’s also recommended that students complete the 
Matchmaker assessment (phase 1).

Teaching strategies

In this activity, students will complete a Time management self-assessment to 
evaluate how well they manage their time and identify areas they’d like to 
develop further.

1 Introduce the Time management self-assessment(also available in Spanish) 
to help them evaluate how well they manage their time.

2 In small groups, ask students to review their results and share two areas 
they’d like to make improvement in? How would improvements in these 
areas impact their life?

3 Have students proceed to the Xello Time management lesson to learn more 
about time management strategies and how they may be important in a 
career that interests them.

Materials required

 •  Computers or tablets with 
internet access

 •  Time management self-
assessment(also available in 
Spanish)

Artifacts

Students will complete a time 
management self-assessment to 
help identify two time 
management skills they’d like to 
improve in upcoming 
commitments.

Time management

Activity 1: Time management self-assessment

6 Recommended
6th grade

Length:
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About this activity

In the first activity, students completed a time management self-assessment to 
evaluate how well they manage their time and to identify areas they’d like to 
develop further.

In this activity, students will continue to work on the development of their time 
management skills by completing the Time management lesson in Xello. They 
will create a time budget to assess how they currently manage their time, explore 
ways to improve their time management skills, and investigate how time 
management is an important skill for a career of interest.

Inquiry prompts
 • What are some things you enjoy doing?
 • How do you think your interests may change as you grow older?
 • What do your interests say about you?
 • How do your interests influence your options now and in the future? For 

example, have you joined a club based on one of your interests? Are you 
thinking about any jobs that are related to your interests?

 • If you could get paid for one of your interests, which interest would it be and 
why?

Before you begin

Before diving in with your students:

 1. Create a copy or download the Time management slide presentation 
(also available in Spanish) to use as a helpful teaching aid before and 
after the Xello lesson. 

 2. Review the slides (including the speaker notes section) for discussion 
strategies and prompts.

 3. Update slide 5 of the presentation with your students’ Xello sign in 
format. If you don't know your students' Xello login format check out 
Sign in to Xello   for support. 

Teaching strategies

Use the following strategies to set your students up for success:

1 Before students start the Xello lesson, engage them in a classroom 
discussion using a few of the inquiry prompts from the Warm up activity slide 
of the Time management slide presentation (also available in Spanish), or 
choose your own.

2 Help your students log in to their Xello account. Project your screen as you 
model how to navigate to the lesson using your demo student account. From 
the student dashboard, click on a lesson to get started. If the lesson you want 
isn’t visible, access it by selecting View all lessons below the lesson shown 
or View lessons on the left of your screen.  

Materials required

 •  Computers or tablets with 
internet access 

 •  Whiteboard/projector
 •  Time management slide 

presentation (also available 
in Spanish)

Prerequisites

 •  Save 3 careers

Artifacts

Students will complete the Xello 
lesson: Time management.

Time management

Activity 2 - Xello Lesson: Time management
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https://docs.google.com/presentation/d/1ITRidAkwmPsD2q1Xv4l6fIesqYPe_vh4i9L_RirEj0g/view
https://docs.google.com/presentation/d/17VxUWiDHuxb-5Uj7GUNtLvyqM2chcX3mc7v8r9KNJN0/view
https://help.xello.world/en-us/Content/Knowledge-Base/Accounts/Educator-Accounts/Sign-In.htm
https://docs.google.com/presentation/d/1ITRidAkwmPsD2q1Xv4l6fIesqYPe_vh4i9L_RirEj0g/view
https://docs.google.com/presentation/d/17VxUWiDHuxb-5Uj7GUNtLvyqM2chcX3mc7v8r9KNJN0/view
https://docs.google.com/presentation/d/1ITRidAkwmPsD2q1Xv4l6fIesqYPe_vh4i9L_RirEj0g/view
https://docs.google.com/presentation/d/1ITRidAkwmPsD2q1Xv4l6fIesqYPe_vh4i9L_RirEj0g/view
https://docs.google.com/presentation/d/17VxUWiDHuxb-5Uj7GUNtLvyqM2chcX3mc7v8r9KNJN0/view


3 Students finished early? Encourage your students to practice their time 
management skills by using this time wisely. They can return to  their 
completed Time management self-assessment from Activity 1 and note  any 
tips from the Xello lesson they may wish to apply.

4 Students can also explore their dashboard feed where they’ll find new 
content about their updated saved careers.

5 Once all students have completed the Xello lesson, return to the Time 
management slide presentation (also available in Spanish) to have them 
revisit their answers to the inquiry prompts you posed at the beginning of 
class.

6 Classroom discussion strategy: Think-pair-share: Direct students to choose 
a partner. Assign each pair one of the suggested inquiry prompts and give 
them 2-3 minutes to consider their answers. Then have them turn to their 
partners and take turns sharing their answers.

OPTIONAL: Think-pair-share-square: Once students have shared their answers 
with their partners, direct them to join up with another pair and take turns sharing 
their answers.

Time management

Activity 2 - Xello Lesson: Time management
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Inquiry prompts
 • How is time management used in careers that interest me?
 • How well do I use time management strategies in my life today?

Before you begin

 1. Ensure that students are able to log into their accounts and access the 
My notes area of the career profile, as well as their About me profile.

 2. Review the student instructions in advance of sharing them with your 
students.

Teaching strategies

In this activity, students will identify how time management is an important skill 
for one saved career. Then add and rate this skill and six time management 
strategies within their profile.

1 Provide the instructions on the next page to your students.

Materials required

 •  Student instructions(also 
available in Spanish)

 •  Computers or tablets with 
internet access

ArtifactsA

Students will analyze one career 
profile and add examples of time 
management skills that are 
necessary within that role in the 
My notes area of the career 
profile. Students will add and rate 
Time management in the Skills 
section of their About me profile.

Time management

Activity 3: My time management strategies
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Time management

My time management strategies

Student instructions

1 At the top of the profile of a career you've saved, choose an emoji to indicate how you feel about this career.

2 Record one example of how you would use time management skills to complete tasks in this career. Add your 
explanation to the My Notes section at the top of the career profile. Here are some idea starters:

• How would you use a time management skill on a typical day in this career?

• Which tasks would this time management skill help you complete?

• What might happen if you didn't use this time management skill?

3 Based on your results from the time management self assessment (completed prior to the Xello lesson), which 2 
time management strategies do you think will help you achieve and maintain a healthy school/life balance? 
(select 2)

• Setting goals (Personal skill)

• Planning (Leadership skill)

• Staying focused (Personal skill)

• Prioritizing (Leadership skill)

• Organized (Personal skill)

• Analyzing information (Information & analysis skill)

4 Now, identify 2 upcoming commitments or projects that would require you to use these skills to be successful 
and maintain a healthy school/life balance. Explain how you will use the skill. Here are some idea starters:

• How would you use a time management strategy to succeed at the commitment?

• Which tasks would this time management strategy help you complete?

• What might happen if you didn't use this time management strategy?

5 Considering all six time management strategies and your self-assessment results, add Time Management 
(Personal skills) to the Skills section of your About me profile and give it an overall rating.



Organización del tiempo

Mis estrategias de organización del tiempo

Instrucciones para estudiantes

1 En la parte superior del perfil de una profesión guardada, elige un emoji para indicar las sensaciones que esta 
profesión te genera.

2 Registra un ejemplo de cómo aplicarías aptitudes de organización del tiempo para completar tareas de esta 
profesión. Agrega tu explicación a la sección Mis notas en la parte superior del perfil de profesión. A 
continuación, se muestran algunos generadores de ideas:

• ¿Cómo usarías una aptitud de organización del tiempo en un día típico de esta profesión?

• ¿Qué tareas te permitiría completar esta aptitud?

• ¿Qué podría suceder si no la usaras?

3 Según los resultados de la autoevaluación de organización del tiempo (completada antes de la lección de 
Xello), ¿cuál de las 2 estrategias de organización del tiempo crees que te servirá para lograr y mantener un 
equilibrio saludable entre la escuela y la vida? (Selecciona 2).

• Fijación metas (aptitud personal)

• Planificación (aptitud de liderazgo)

• Enfoque (aptitud personal)

• Fijación de prioridades (aptitud de liderazgo)

• Organización (aptitud personal)

• Análisis de la información (aptitud de información y análisis)

4 Ahora, identifica 2 compromisos o proyectos próximos en los que tendrías que usar estas aptitudes para tener 
éxito y alcanzar un equilibrio saludable entre la escuela y la vida. Explica cómo usarás la aptitud. A 
continuación, se muestran algunos generadores de ideas:

• ¿Cómo usarías una estrategia de organización del tiempo para tener éxito con el compromiso?

• ¿Qué tareas te permitiría completar esta estrategia de organización del tiempo?

• ¿Qué podría suceder si no usaras esta estrategia de organización del tiempo?

5 Teniendo en cuenta las seis estrategias de organización del tiempo y los resultados de tu autoevaluación, 
agrega Organización del tiempo(Aptitudes personales) a la sección de Aptitudes de tu perfil de Acerca de mí 
y asígnale una calificación general.
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