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Time Management Session
	Time
	Activity
	Description
	Resources

	5 minutes
	Introduction
	 Alarm clock go off – good introduction

 Act out bad time management – demonstrate bad routine vs good routine

The importance of time management in everyday life and work, common misdemeanours 

	Flipchart & pen

	10 minutes
	Ice Breaker
	Tea Cups
Create two circles of girls one within the other, each girl stands facing a girl in the opposite circle. For 30 seconds one girl has to talk without the other speaking, rotate.
Follow with short discussion based around the perception of time – i.e. how long 30 seconds can seem. Did they find it difficult to talk without feedback for that long?

Topics:

Activities last weekend/ coming weekend

Expectations

England/ UK

Egypt

Guiding

Boys

Animals

Family

Holidays

Celebrations

B’days

Freestyle

	None

	45 minutes
	Small group activity
	Bridge Build
Groups of 4/5 each group has to build a bridge that can span a gap strong enough to allow a small remote control car to pass.
There are 5 mins to explain the concept and tell them they have 15 mins to complete the task.
Time checks are called every 5 mins – the first 5 mins are for planning.
Explain that the focus of that was to demonstrate the pressure of doing something in a short time. 
Give each team 5 mins to discuss what they could have done to improve their bridge given more time or with better planning. Then discuss as a group did anyone have unrealistic expectations?

	Either newspaper or sticks whichever can be sourced plus string/ sellotape. Remote control car.

	20 minutes
	Large group game
	A Real Rip Off
Whole group.  
Explain the term ‘rip off’ i.e. not obtaining what one expected. 

We stand at the front and ask for activities that you during the day – can be literally anything.  Write each one on a post it note and stick it onto the flip chart.

Then we ask for them to shout up which of them waste time, rip off the relevant post it for each ‘time wasting’ activity. There will only be a few left, making the point that we can always make more time if we try.

The focus of this game is to demonstrate how much time it is possible to spend each day doing little tasks – making a cup of tea or sending a text, try to explain that with good time management that time can be gained by planning breaks  to do necessary jobs. 
Eg.
Start with every day essentials i.e. eat, sleep, wash, dress. 

Tea/coffee breaks

Toilet trips

Preparing for class or work

Physical adjustments/ straightening clothing

Chatting/ gossiping

Putting on makeup

Lunch break

Snacks

Working

Studying

Travelling – methods?

Reading magazine/books

Time between classes


	Flip chart
Post it notes

Pens

	20 minutes
	Break
	
	

	10 minutes
	Energiser
	Mommy, Daddy, Baby
Hand out animal cards girls have to make animal noises in order to find their other family members.

Do 2 ways – firstly by animal noises, secondly by acting the animal out in silence.


	Animal cards

	1 hour preparing
30 minutes presenting
	Serious Bit!
	Getting to Cairo
Groups of 5/6 (use energiser groups)

Each produce a detailed timeline of how they get from their home to Cairo using flip chart paper to make a presentation. 

Different scenario for each team:-

-someone alone (our example) 
-with your extended family
-in a group of 8 adults

-with a disabled person

-with a group of 10 children/guides

-travelling on your own with a baby

Presentation of their work to the group as a whole – to demonstrate that different scenarios need different planning/ time management.
Discussion after each presentation  - any comments/ criticisms from the group. 


	Flip chart paper
Coloured pens

Example time line

	10 minutes
	Large group game
	Get set Go
Start the music to cover some background noise and to dance too.  All girls stand in a circle facing outwards. Everyone is still and when you shout out a time and an activity the girls must wait for that length of time before they begin to do the action. Start with 1 in the middle and those who start too soon get pulled into the middle as well.   Repeat.

Could be taken outside.

Activities can include hopping, jumping, star jumps, dancing etc..


	Music  



	10 minutes
	Evaluation
	2 walls – an ‘i like’ and an ‘i dislike’  - use post it notes.
	Post it notes

	5 minutes
	Wrap up
	What we have learnt about time management.
	None

	
	
	
	

	
	
	
	

	3hours 45 mins
	
	Use remote control car for carrying a sign with the names of our sessions. 
	

	Resources required.
	
	Remote control car

Flip chart

Marker pens

Music 

Cards with Animals (images) (mommy/ daddy/ baby)

Source materials for bridge build once arrived in Egypt.
	


To Do

Prepare animal cards

Prepare timeline

Prepare session sections cards

Buy car/flip chart
