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Lesson 3 – Worksheet MEMO
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	Activity 1: Exam Practice
Complete the following questions individually.



Question 1
Choose a description from COLUMN B that matches an item in COLUMN A. Write only the letter (A-F) next to the question numbers (1.1 to 1.4).
	Column A
	Column B

	1.1  Time management
1.2  Proactive
1.3  Effectively
1.4  Efficiently
	A. Having all the necessary or appropriate parts.


	
	B. The process of planning the time spent on specific activities.


	
	C. Doing something in a well-organised and competent way, with little or no waste of time or energy.


	
	D. To expect reasonable work performance.


	
	E. Doing something in such a manner as to achieve a desired result.


	
	F. Controlling a situation rather than just responding to it after it has happened.


(4 x 1) (4)

1.1	B ()
1.2 	F ()
1.3 	E ()
1.4  	C ()
[4]



Question 2
Study the extract below and answer the questions that follow.
	We often delay tasks when we don’t understand how long they will take. Those who suffer from anxiety or perfectionistic tendencies often procrastinate as a means of coping with stress. A simple lack of motivation to start a task and worrying about the consequences of inaction can lead to procrastination. 
[Adapted from https://newsletters.naavi.com/i/y502eYJ/vol-56-no-16/page/4 Accessed on: 4 November 2024]



2.1	Define the term ‘procrastination’. 								   (1 x 1) (1)
Procrastination refers to…
· the action of delaying/postponing tasks/decisions despite knowing the delay could lead to negative consequences. ()
· the habit of postponing important responsibilities in favour of less urgent/easier activities.  ()
· the intentional avoidance of tasks that require immediate attention/effort.  ()

Any ONE of the above for ONE mark


[bookmark: _Hlk181750599]2.2	Discuss TWO possible reasons why procrastination can be detrimental to managing 
your time. 											   (2 x 2) (4)
Procrastination can lead to … 
· undue stress (🗸) as you are aware that a deadline is coming up and that you have not started/completed your work. (🗸)
· work not being done to the best of your ability (🗸) resulting in a loss of marks. (🗸)
· getting negative feedback on rushed work (🗸) causing a negative impact on your self-esteem. (🗸)
· not being able to study in time (🗸) causing you to not understand the work fully. (🗸)
· not completing homework, (🗸) which can get you in trouble with your teachers/parents. (🗸)
· last-minute rushes to complete tasks, (🗸) which can increase stress levels/reduce the quality of work. (🗸)
· tasks being delayed, which reduces the time available to complete them, (🗸) leaving less room for thoroughness/revision/creativity. (🗸)

Any TWO of the above for TWO marks each
(i.e. ONE mark for statement and ONE mark for qualifier/explanation)




[bookmark: _Hlk181750657]2.3	Explain TWO ways how effective time management skills can contribute positively towards 
a learner’s academic performance. 								   (2 x 2) (4)
Effective time management …
· allows learners to set aside specific times for studying/assignments/reviewing (🗸) which helps them to learn more effectively/remember information better. (🗸)
· reduces the stress of rushing to finish tasks (🗸) which helps them focus better. (🗸)
· results in better quality work (🗸) which leads to better learning. (🗸)
· creates a balanced schedule with time for activities (🗸) which improves learners' well-being/concentration/academic performance. (🗸)
· helps a learner to set and reach academic goals (🗸) which support ongoing learning/improvement. (🗸)
· leads to less stress (🗸) as work gets done timeously. (🗸)
· allows better school-life balance (🗸) as learners can plan their time which will include free time. (🗸)
· leads to greater focus on tasks (🗸) allowing for better productivity. (🗸)
· leads to higher levels of productivity (🗸) as a learner can prioritise tasks better and get more done. (🗸)
· lowers the chance of procrastination (🗸) as a learner will ensure that their time is used wisely without distractions. (🗸)

Any TWO of the above for TWO marks each
(i.e. ONE mark for statement and ONE mark for qualifier/explanation)


[bookmark: _Hlk181750530]2.4	Recommend ONE practical time management skill a grade 9 learner can adopt in order 
	to meet deadlines.										  (1 x 3) (3)

A learners could …
· write down all deadlines/ important dates (🗸) which helps keep track of assignments/exams (🗸) so that deadlines are met/work is completed timeously. (🗸)
· organise tasks by importance/deadlines (🗸) focusing first on high-priority assignments/projects due soon (🗸) this helps manage workload to avoid last-minute stress. (🗸)
· break tasks into smaller steps (🗸) as manageable steps make them easier to tackle (🗸) which means it will be easier to track progress. (🗸) 
· set specific goals instead of vague goals (🗸) as specific goals help keep them focused/productive (🗸) which will help them stay on track/on top of tasks to not fall behind. (🗸)
· focus on one task at a time (🗸) to improve concentration/efficiency (🗸) as multitasking can reduce the quality of work/slow down progress. (🗸)
· set time limits/take breaks while studying (🗸) as this will ensure high energy/motivation (🗸) which can prevent fatigue/lack of progress. (🗸) 
· create a study environment with minimal distractions (🗸) to improve focus/productivity (🗸) which will keep learners on track/allow them to work within deadlines. (🗸)
· regularly review progress (🗸) to ensure they’re on track with deadlines (🗸) and make adjustments to correct schedules if they fall behind. (🗸) 
· limit social media distractions (🗸) to ensure that they are using their time effectively (🗸) so that they can stick to their schedule. (🗸)
· reward themselves after completing a task/meeting a deadline, (🗸) which reinforces positive behaviour (🗸) and keeps them motivated. (🗸)

Any ONE of the above for THREE marks
(i.e. ONE mark for statement, ONE mark for qualifier/explanation and ONE mark for outcome)
													   [12]

Question 3
Study the extract below and answer the questions that follow.
	No matter how effectively we try to manage our time, it seems like we constantly struggle, and there is always a need for improvement.  Mastering time management is tricky.  We know once the seconds and minutes pass by, we cannot gain them back. The best thing we can do is be lifelong learners of time management and implement different techniques throughout our lifetime.

[Adapted from https://efficiencyandorganization.com/f/75-motivational-and-inspirational-time-management-quotes  
Accessed on: 4 November 2024]



Write paragraphs on effective time management.	

Use the following as a guideline. 	  
     
· [bookmark: _Hlk181750423]State THREE negative consequences of bad time management skills.			  (3 x 1) (3) 

Examples of negative consequences include the following:
· Tasks are often left incomplete/submitted late. (🗸)
· Rushing tasks/studying affects grades/results on assignments/tests/projects. (🗸)
· Constantly rushing to complete tasks before deadlines leads to added stress. (🗸)
· Rushed work often lacks detail/thoroughness/quality. (🗸)
· Unorganised/unfocused work sessions. (🗸)
· Reduced efficiency/amount accomplished within a given time. (🗸)
· Missing commitments/deadlines can strain relationships with classmates, affecting teamwork. (🗸)
· An imbalanced lifestyle with little time for relaxation/hobbies/socialising. (🗸)
· Missed academic opportunities. (🗸)
· Missing deadlines/producing poor-quality work can diminish self-confidence/motivation. (🗸)
· It could be difficult to stay positive about/committed to goals. (🗸)
· Work not being done to the best of your ability. (🗸) 
· Losing marks in projects/tasks/assignments/tests/exams. (🗸)
· Getting negative feedback on rushed work. (🗸)
· Not being able to study in time. (🗸)
· Not completing homework. (🗸) 
· Getting into trouble with your teachers/parents. (🗸)

Any THREE of the above for ONE mark each


· Explain TWO reasons why it is important that learners practise effective time management 
when it comes to their schoolwork and extra murals. 		        			   (2 x 2) (4)
Effective time management… 
· helps learners dedicate focused time to studying/completing assignments (🗸) which leads to better understanding/improved grades. (🗸)
· allows learners to create a balanced schedule (🗸) ensuring they have time for school, extracurriculars, and relaxation, which supports overall well-being. (🗸)
· reduces the stress of last-minute work, (🗸) making school and extracurricular activities more enjoyable/less overwhelming. (🗸) 
· helps learners participate fully in both academics and extracurriculars (🗸) giving them the chance to develop/explore new interests. (🗸)
· teaches learners responsibility/self-discipline (🗸) which are valuable life skills that contribute to success in academics and extracurriculars. (🗸)
· minimises distractions/wasted time (🗸) allowing learners to concentrate better on each task/achieve more in a shorter period. (🗸)
· prepares learners for future responsibilities (🗸) helping them succeed in higher education. (🗸)
· leads to less stress (🗸) as learner are aware of the work that needs to be done as well as their sports practices/extramural activities. (🗸)
· helps prepare learners for adult life (🗸) which is also filled with many different tasks/activities/responsibilities. (🗸)

Any TWO of the above for TWO marks each
(i.e. ONE mark for statement and ONE mark for qualifier/explanation)


				
· [bookmark: _Hlk181750468]Recommend ONE practical time management strategy that learners with a busy schedule 
can implement.										   (1 x 3) (3)

Learners could …
· record all assignments/exams/practices/commitments in one place (🗸) such as a diary/notebook/app/digital planner (🗸) which will make it easier to keep track of deadlines/events. (🗸)
· complete high-priority/time-sensitive tasks first (🗸) to stay on top of their workload (🗸) which will allow them to take part in all activities with minimal stress. (🗸)
· dedicate specific times in the day to schoolwork/extracurriculars/breaks (🗸) as structured time blocks will help them focus fully on each activity (🗸) thus allowing them to complete all activities to the best of their ability. (🗸)
· create a quiet study space by silencing social media notifications/minimising distractions (🗸) as this will allow them to focus on one task at a time (🗸) thus helping them to finish work faster/with better quality. (🗸)
· limit unnecessary commitments (🗸) which may interfere with essential tasks/goals (🗸) so that they can manage their activities to balance their time. (🗸)
· prioritise sleep/nutrition/exercise to maintain their energy levels (🗸) as self-care improves focus/reduces stress (🗸) which will help them to stay on schedule/meet commitments/deadlines. (🗸)
· prep for school the night before (🗸) which will ensure that they have all the resources they need ready to go (🗸) which ensures that time is not wasted unnecessarily. (🗸)

Any ONE of the above for THREE marks
(i.e. ONE mark for statement, ONE mark for qualifier/explanation and ONE mark for outcome)
  													   [10]

[Grand Total: 26]
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 Activity  1 :  Exam Practi c e   Complete the following questions  individually.  

  Question  1   Choose a description from COLUMN B that matches an item in COLUMN A. Write only the letter (A - F ) next  to the  question  number s   ( 1 .1   to  1 . 4 ).  

Column A  Column B  

1.1     Time management   1.2    Proactive   1.3    Effectively   1.4   Efficiently  A.   H aving all the necessary or appropriate parts.    

B.   The p rocess of planning   the   time spent on specific activities .    

C.   D oing something in a  well - organised and competent way ,   with little or  no waste of time or energy .    

D.   T o expect reasonable work performance .    

E.   D oing something in such a manner as to achieve a desired result .    

F.   C ontrolling a situation rather than just responding to it  after it has  happened.  

(4 x 1) (4)     1 .1   B (  )   1 .2    F (  )   1 .3    E (  )   1 .4     C (  )   [4]        

