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



Question 1
Choose a description from COLUMN B that matches the concept 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	_____________
1.2 	_____________
1.3 	_____________
1.4  	_____________
[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)
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[bookmark: _Hlk181750599]2.2	Discuss TWO possible reasons why procrastination can be detrimental to managing 
your time. 											   (2 x 2) (4)
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[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)
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

[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)
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

													   [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) 
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· 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)

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
					
· [bookmark: _Hlk181750468]Recommend ONE practical time management strategy that learners with a busy schedule 
can implement.										   (1 x 3) (3)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
  													   [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  the concept   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   _____________   1 .2    _____________   1 .3    _____________   1 .4     _____________   [4]        

