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Introduction 

 

This is a complicated definition of self-management. 

 

Self-management refers to 

methods34, skills35, and strategies 36 
 

 by which a person 

can effectively37 direct 38 his/her activities  

toward the achievement of objectives39. 

 
 

 
 
 
 
34 Methods - Ways of doing things 
35 Skills - Abilities to do things 
36 Strategies - Plans 
37 Effective - Something that works or is successful 
38 Direct - Organise 
39 Objectives - Goals 

 

http://en.wikipedia.org/wiki/Objective_(goal)


 
 

 

Unit 5.1 - Managing Responsibilities 

 
 

At home, and at school, there are things that you are responsible for. 

 

At home, your responsibilities might include things such as: keeping your room tidy, taking 

out the trash, cooking dinner, washing dishes, getting ready on time in the morning and 

making your bed. 

 

At school, your responsibilities might be activities such as: doing homework, studying for 

tests, going to sport practise, doing monitor duty, and so forth. 

Sometimes, it is very difficult to manage all the things that must be done.  Do you have a 

busy life?  Do you struggle to fit all of your activities into the day?  Are you constantly in a 

state of panic or do you think you are pretty well organised? Which one of the following 

cupboards could be yours? 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 
 

 

 

 

 

 

 



 

 

 

Unit 5.2 - Tips for Getting Organised 

 

Here are some tips on how to get your life organised and manage your time and activities 

effectively: 

 

General Organisation 

 

Organise your space.  Throw things away if you  

don’t need them, store things you don’t use very often  

and  put  everything  else  in  a  clearly  labelled  or  

specific area.  Organising a space doesn't just mean  

getting it tidy. The purpose of organisation is to be  

able to find what you are looking for quickly. 

Look at how you use and store things and work out how to use your space efficiently. If it's  

inconvenient to get to things (or to put them away), your organisation system is more likely  

to fail. 

 

Put it back.  Once you work out where everything belongs, you need to get into the habit  

of putting it back where it belongs.  Don’t put it on the bed, or on the kitchen table and  

think that you will pack it away later……you probably won’t.  Always put your keys in the  

same place.  Always put your cell phone in the same place - set up a charging station. 

 

Use a calendar.  Get a calendar and put it in a place where 

you see it every day - preferably in the morning.  Make it  

part of your routine to refer to it every day.  The bathroom  

mirror is a popular choice for displaying a calendar - you  

can look at the day’s duties and upcoming events while  

brushing your teeth. 

Use a planner or a daily diary.  A planner or diary is especially useful if you have busy  

days.  A planner or diary should be easy to carry with you so that you can look at it  

whenever you need to.  Planners and diaries allow for more information than a calendar  

does. 
 
 



 
 

 

Write it down.  A short pencil is always more effective than a long memory.  Anything and 

everything you need to remember should be written down.  Even if your memory is great, you 

can’t possibly remember everything. 

 

Make list of things to do.  Make a ‘To Do List’ for the day - it should never have more than 

5 items or you won’t get through it anyway.  Choose 2 of the most important items on your list 

and make every effort to complete them.  You can also make a list of things to do for the 

week, month, year or your life (seriously consider the last one if you want to be successful 

as an adult!). 

 

Once you have created a ‘things to do list’, cross the items off  

as you complete them - you will feel really proud of everything  

you have done when you see many things crossed off and  

completed.  Carry a small notebook and pen set with you so  

that you can jot things down whenever you need to - transfer  

them to the ‘things to do list’ when you have time. 

 

Getting organised for school 

 

Goals. Set realistic goals at the beginning of the school  

year and break these annual (year-long) goals into mini- 

goals. Write these goals down on index cards and keep  

them in a highly visible place where you can see them  

every day. Writing down your goals makes them more  

real and motivates you to keep working towards them. 

Don’t rush. Wake up early enough for school to arrive well ahead of time. If you need 30 

minutes to get up, shower and dress, try waking up at least 45 minutes prior to your 

departure so that you don’t have to rush. To ensure you don’t turn off your alarm clock and go 

back to sleep, place your clock at the far end of your room. This way, you actually have to get 

out of bed to turn it off, and you’re more likely to stay up. 

Prepare your clothing. Before you go to bed each night, choose, iron and lay out your 

clothes for the next day. This way, you’ll be all set to dress and go in the morning. 
 



 
 

 

Avoid clutter. At the beginning of the school year, you have no clutter. Be careful not to 

build clutter as the year progresses. Create separate folders for school announcements, 

tests that have been marked, papers you must give to your parents and so on. As papers 

become outdated, such as an event that has passed, throw them away. 

Make ‘To Do’ lists. Always spend a minimum of 15 

minutes per day, preparing your To Do list for tomorrow. In 

doing so, you will know exactly what tasks you have to 

accomplish the next day. 

 

Make an effective study area. Designate a quiet, well-lit area for studying. Don’t study in 

front of the television, or in an area of your home where you’re bound to be distracted. 

Hang a Do Not Disturb sign on your door. If you can’t find a quiet spot at home, go to the 

library. In addition, you should study while sitting at a table or desk. Avoid studying in a very 

comfortable chair or a bed, which may cause you to feel drowsy. 

Get your beauty sleep. Get a good night’s rest. This will ensure you are alert and ready to 

learn the following day. 

Eat properly. Eat three healthy meals each day, along with fruit for snacks. Don’t overload on 

sweets, which cause many people to feel tired. 

Avoid overload. While you may sign up for extra school activities, such as softball or 

chess, don’t take on too much. First determine how much study time you need. Then, 

choose one or two extra mural activities that you enjoy. 

Use one calendar. Use one calendar to plan all of your 

school and personal activities, rather than two or more. 

When  you  use  more  than  one,  you  run  the  risk  of 

scheduling conflicts and missed appointments. This is very 

important. Heed40 the old proverb: A man who wears two 

watches, never knows the correct time. 
 
 
 

40 Heed - Listen to/Follow 
 

 



 
 

 

Colour-code. You may consider colour-coding similar activities on your calendar. For 

example, highlight all upcoming tests in yellow, study time in green and recreational41 

activities in pink. 

 

Write it down. When you learn of an upcoming test, event, or anything you 

must prepare for or attend, immediately jot it in your planner. Don’t wait for 

later, or you may forget about it. 

Break up your study time. Determine how many study hours you need, and schedule 

study time in your planner. For example, if you need six hours of time to study for a test, you 

may break that time up into six sessions, of one hour each. Choose the six days, and make 

a Study Time notation in your calendar. 

Schedule consistent study times. Set aside time every day for study, and make it 

consistent. For example, set your study time for each afternoon from 4:00pm to 6:00pm. 

Whatever you do, avoid last minute studying and cramming. 

 

Break it up. Break up big tasks into smaller, bite-sized jobs. For instance, if you have to 

study three chapters in your history book, study one chapter at a time each day. If you have 

to work on a project, break it down into three or four stages. 

 

Eat your broccoli first. Imagine eating your pudding before your  

broccoli. What would be left for you to look forward to? Just the  

same, do your homework for your most difficult subjects first. Then,  

everything else will be a breeze, and therefore, more enjoyable. 

 

Case Study 5.2.1 

Sandy is a member of the school’s Community Service Group.  The group had  

decided to take the children from the local Children’s Home on a picnic at the local  

dam.   Everyone had been given a task to do.  Sandy was asked to organise the  

sandwiches.  She was very excited about the outing, especially because she had  

just bought a new costume and towel.  On the night before the outing, Sandy put on 
 
41 Recreational - Activities that are done for pleasure rather than work. 

 



 
 

 

her new costume and gave her sister and grandmother a quick modelling show. 

The next morning, Sandy overslept - she had switched off the alarm next to her bed 

and gone back to sleep. 

 

In a panic, she threw her costume into a beach bag and rushed downstairs.  

Everyone had finished eating breakfast - there was no time for anything except a  

cup of coffee anyway. ‘Have you got everything?’ her mother asked. ‘Swimming  

costume,  towel,  sunscreen? What about food?’    Sandy  realised  that  she  had  

forgotten a towel and sunscreen.  However, and this was far more serious, she had  

forgotten about the sandwiches she was supposed to have made.  It was too late to  

buy bread and make sandwiches so she just had to buy a packet of biscuits.  She  

felt really bad that she had let her group members and the children down. 

A few weeks later, The Community Service Group was asked to organise a tea party 

for the local old people’s home.  Sandy offered to make the sandwiches.  No one 

wanted her to.  They reminded her about what had happened at the Dam outing.  “It 

will be different this time, you’ll see.  Trust me, everything will be a success!” she 

said.   And, it was...she remembered to do everything. 

 

 

 

 

 

 

 

 

 

Activity 5.3.1 

 

Complete this activity in your PSW books under the heading: Case Study - Getting 

organised. 

1. Write your simplified definition of self management. 

2.  Using the information given under Tips for Getting Organised to help you, identify 4  

 things that contributed to Sandy being disorganised for the Children’s Home party. 

3.  When Sandy offers to help at the Old people’s tea party she makes a success of  

 everything.  What do you think she did differently for this party?  List 3 possible things. 
 
 
 
 
 


