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CHAPTER ONE

1. Introduction

1.1 BACK GROUND OF THE STUDY

Education is the most important and vital element to overcome poverty,
illiteracy and to bring new technology to development of one country. To create
productive human resource, school plays a great role. So Sunny Side
Educational Institute was established based on the above principle. Therefore,

how this institute practice time management?

As we know time is an essential feature of social and organizational life. It
is our prime organizing tool. People use time in order to create, shape, and order
their worlds. And yet despite importance, we take our time values and uses of
time largely for granted. Time is currently a fashionable motif. A popular time
consciousness has emerged from attention to the millennium seen. This paper
try to show the way how this institute manage time properly? Time is a
fundamental dimension of organizational life and action but its study, as a
number of authors have indicated (Clark 1985, 1990; Bluedorn and Denhardt
1988; Burrell 1992), has been strangely neglected. Time, nevertheless, is all
pervasive in the basic concepts of organizational analysis.

Frequently used concepts, as instability of environments, change,
competitiveness, learning, risk, uncertainty, or decision making, all embody the
dimension of time and involve attempts, in the present, to envision the effect of
possible action upon the future, based upon knowledge derived from past
experience. Yet time remains implicit, rather than explicit, in consideration of
these concepts. When it is considered, time tends to be treated as a linear,
uncontrollable, constantly unfolding fact of life rather than as a variable, socially
constructed in part, and experienced in different ways.

The aim of this paper is to develop a more explicit theory of organizational

time in order to further its comparative study. At the centre of the theory is the
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notion of a timeframe built around the interpretation and experience of events in
the present, through seen as a dependent variable, as an outcome of the

organizational and institutional context within which a timeframe is located.

Time is also seen to be an independent variable in the sense of enabling us to
understand various organizational particular, those of decision making and
learning. During decision making, organizational participants intentionally

attempt, in the conceptions about the past and their relevance to the future.

Clusters of time experiences derived from a number of specific variables are
suggested and seen as outcomes of organizational and institutional settings, but

which also lead to modes of decision making and learning.

1.2 Statement of the problem

The problem which shown in this institute the teachers, supportive workers,
and the student how much they are devoted for time , how can the institution
aware the workers . This study will try to indicate the problem area and show
the way how to eliminate the problem. The term Time Management is a
misnomer. We cannot manage time; we manage the events in our life in relation
to time. We may often wish for more time but we only get 24 hours, 1,440
minutes or 86,400 seconds each day. How we use that time depends on skills

learned through self-analysis, planning, evaluation, and self-control.

1.3 Basic Research questions

How do the worker give attention to time?
How often the time is held?

What are the factors of lateness?

How can these people manage this problem?

How SUNNY SIDE INSTITUTE make awareness about use of time?

a kL b=



14 Objective of the study
1.4.1 GENERAL OBJECTIVES

The main objectives of the study will be to ass#ss practice of time
management under taken by SSEI , and to investityat organization current system

of time management.

1.4.1 Specific objective
- ldentify the major problem of SSEI. In practicingME MANAGEMENT
- To identify the employees activities in time mamagi
- Investigate how the society of the institution asevlor using time
- To suggest possible solution to SSEI time managinglem
- To provide summary of the major findings and retgvaolicy
recommendations.
- To examine how the staff devoted about time using.
1.5 Significant of the study
This paper is helpful for the institute to see #teength and weakness of their
Time management practice. This research also helpefreshing the management
body regarding their role and efficiency in time maging their employee’s
performance with a rational and systematic-appradaheasurement on the top of this
it helps in rating employees time managing fainhd do take appropriate adjustment
regarding proper placement training and the likgerfg researcher should have
something to contribute since a lot of time ,morayl above all human energy is
exerted to do it . So this study believed to cttie the following:
* The study tries to reveal the major factors tlfifgfca using time properly.
* The study could help SSEI to improve the contrglimechanism of using or
managing time.
* The study create awareness on the part of time gnampaow carefully planned

and control to attain the institution goals.
3



* The researcher believes that such a study wiesas a spring board for other

researchers who would like to study the same issaeavider scale.

1.6 Delimitation( scope) of the study

The study focuses only on the time management practice in SSEI. Due to the
fact that the institute scattered into seven compounds . I try to assess from 2002

up to 2003E.C. two years .

1.7 RESEARCH DESIGN AND METHODOLOGY

In this study, descriptive survey method will be employed in order to assess
and describe the practices of time management in SSEI. To make the study fruitful
the researcher will use both primary and secondary source of data .

Primary sources include interviews and questionnaire , while secondary

sources such as , reports , published and unpublished documents.

1.7.1 POPULATION AND SAMPLING TECHNIQUE

Target population

The study encompasses all the institute’s compounds accordingly all 210
employees will considered as the total population for the study.
Sample
The full list of the entire population was used as a basis for; a simple random
sampling technique. This results in a representative sample. Therefore, out of the
total population , 63 employees ( 30% of the total population ) were considered for

the study.



1.7.2 Types of data collected
The study used both primary and secondary data from primary and secondary

sources.

1.7 .3 METHOD OF DATA COLLECTION

Questionnaire, interview observation and relevant document review
techniques will used to collect primary and secondary data .
Questionnaire : open and closed ended question will be distributed for 61

employees.

1.7.4 DATA ANALYSIS METHODS

Various types of data will collect from all sources has been organized in a
meaningful way and interpreted as well . The data obtained from questionnaire and

interview will tabulated and present in percentages.

1.8 limitation the study

In doing this research, the researcher faced cost and shortage of time.

1.9 The organization of the study

The study is organized in four chapters the 1st chapter consists of the
problem and its approach which mainly contains definitions of term back ground
objective problem statement, significance methodology, scope, limitation and time
schedule of the study . In addition it contains of the back ground of the
organization chapter two deals with review of related literature ,chapter three is
concerned with data presentation and analysis. The last chapter contains

conclusions and recommendations.



Time Schedule for the study

The research is tentatively scheduled to be completed with in _ 20___ weeks.

Activities to be performed and the time budgeted for each is shown below

Types of activities Time budgeted
Selection and submission of the topic 1
Writing and submitting the proposal 2
Writing and submitting review of related literature 3
Collecting ,presenting and analyzing data and submitting 10
Writing and submitting of conclusion and recommendation 2
Typing ,editing and submitting paper 2

Total 20 Weeks



CHAPTER TWO
REVIEW OF RELATED LITERATURE

2.1 Definition and meaning

TIME : is the only commodity which all human beirg® equally endowed with
at the rate of 24 hours a day. Like Alice in thentfer land , most of us spend the better
part of our lives in extricating ourselves fronself made web of action . Since it is
common to expect others to lend us , we anticip#iers to put sign post in our lives ,
and to tell us when and how to reach these sigts pos

An analysis of time spent into thddaling items may be helpful. Planning for
short term, planning for the day , firefighting ttemding tovisitors, phone calls,
dictating letters paperwork, meeting subordinateseting bosses , staff problems,
evaluation of work ,thinking, reading mediating tgeg information, communicating ,
procrastinating, crisis management , training erating personal work in office ,
enjoying leisure , etc. The concept ‘work expatwdfull the time available for it’ itself
IS major cause of wastage . A dynamic chief exgeutan always earn the respect and
goodwill of the people by virtue of this abilitieend must not waste his time in image

building exercise.

2.2 Time in organizations: its experience,
explanations and effects

Time is a fundamental dimension of aigational life and action but its study,
as a number of authors have indicated (Clark 192890; Bluedorn and Denhardt 1988;
Burrell 1992), has been strangely neglected. Timertheless, is all pervasive in the
basic concepts of organizational analysis. Fredyersed concepts, such as instability

of environments, change, competitiveness, learnngk, uncertainty, or decision



making, all embody the dimension of time and ineokttempts, in the present, to

envision the effect of possible action upon theret based upon knowledge derived

from past experience. Yet time remains implicithea than explicit, in consideration of
these basic concepts. When it is considered, tiemelst to be treated as a linear,
uncontrollable, constantly unfolding fact of lifather than as a variable, socially
constructed in part, and experienced in differeaysy

The aim of this paper is to develop@erexplicit theory of organizational time
in order to further its comparative study. At trentte of the theory is the notion of a
timeframe built around the interpretation and eigere of events in the present,
through knowledge derived from the past, while sioviing possible futures. In this
sense, time is seen as a dependent variable, agtemme of the organizational and

institutional context within which a timeframe ochted.

Time is also seen to be an independanable in the sense of enabling us to
understand various organizational processes, tricpkar, those of decision making and

learning.

During decision making, organizational pap@nts intentionally attempt, in the
present, to connect the past to the future, wiekaring involves some change in
conceptions about the past and their relevanteetéuture.

Clusters of time experiences derivednf a number of specific variables are
suggested and seen as outcomes of organizatiodahstitutional settings, but which
also lead to modes of decision making and learnige overall model, depicted in
Figure 1, will therefore lead to a number of praposs concerning inter-relationships
between variables. As Figure 1 indicates, any tlor®f causation is open to feedback
and we therefore include, for instance, the noti@t outcomes from decision making

and learning are likely to affect the organizaticarad institutional levels of analysis.



2.3 The Social Construction of Time

The demand from sixteenth and seventeeethiury navigators for ever more
accurate chronometers for determining longitude Il@adnajor impact upon the
availability of accurate clocks. However, ancienarmers were well aware of the
distinction between clock and experienced time bsedong periods of inactivity could
be punctuated by the need for instant responsapiol thanges in sea and weather.
How then do we know time, what social forces createexperience of time, and what
are the consequences of this experience with péaticeference to organizational life?

Contrasting Newtonian and Einsteiniaews of the universe gives us an

appropriate starting point for considering thesesgjons.

In the seventeenth century, Newton was position to integrate the accumulated
and changing perceptions of the universe of theipus two centuries. The rhythms of
the planets had been observed and his laws of mat@ve based upon a universalistic
notion of clock time along with the other fundanamhysical dimensions of mass and
length. According to the Newtonian view, all thdienensions are independent of one
another and measurable on continuous, linear, dadte scales. Clock time, therefore,
Is assumed to be experienced free from contingeants, verifiable according to a
universal, public (Clark 1985) and transitive scale

Einstein demonstrated a relativisecgpective to time according to the relative
velocity of two or more observers. From this pective, Newtonian time is seen, as
with Newtonian mechanics, as a special case of ge momplex, variable and less
linear idea which only holds when velocities arer Ielative to the velocity of light.
Psychological (Fraisse 1964; Orme 1969) and sagicéd theories of time (Gurvitch
1964, Giddens 1984, Clark 1985) have also indictttednter subjective nature of time
inherent in theory of relativity whereby what ispexienced is the result of the group,
community or organization to which one belongs. &ample, Gurvitch (1964: 30)



sees social time in terms of the movements of abeunof social phenomena, and
outlines eight types of time based upon the retatibpast, present and future, along

with the degree of continuity and duration of egent

Durkheim (1915) emphasizes the impura of social rhythms whereby
communities and social groups can have their ome tielative to other communities
and relative to clock time. The social rhythms, veliy time is experienced as the result
of shared activities and events in a communitygteeto Durkheim's notion of organic
solidarity and emphasize the inter subjective matafr time. These ideas are also
reflected in the current interest in cultural thesrof organizations and institutions
(Douglas 1987) with Hofstede (1994), for instanaéding the time dimension to his
well known four dimensions of culture through atidistion between short- and long-

term orientations.

2.4. Time Management Concepts

Time management is the art of arrangamganizing, scheduling, arimidgeting
one’s time for the purpose of generating more é&ffeonvork and productivity. There
are an abundance of books, classes, workshopspldagers, and seminars on time
management, which teach individuals amdporationshow to be more organized and
more productive. Time management has become crirciacent years thanks to the

24/7, busy world in which we live.

Time management is important for everydihbile time management books and
seminars often place their focus on business |saadet corporations, time management
is also crucial for students, teachers, factorykem, professionals, and home makers.
Time management is perhaps most essential for éh@p who owns his or her own
business or who runs a business out of the homenalag work and home

responsibilities under the same roof takes a spbigga of time management.
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An important aspect of time management is plannaiggad. Sometimes,
successful time management involves putting in mone at the outset in order to
reorganize one’s life. Though many time managenteaks and teachings differ in
their suggestions, most agree that the first stegfficient time management is to
organize the workspace or home. Even if one's stbad well-ordered, but the office
and filing system are a disaster, time will be wdstrying to work efficiently in a

disorderly place.

After cleaning, purging, and reorganizihg home or office, the next step in time
management is to look at all the activities ondipaates in during a week. Every last
detail should be written down, including the tintedakes to shower, dress, commute,
attend meetings, make phone calls, clean the haosg, dinner, pick up the children
from school, take them to after-school activitiasd eat meals. Also include time for
entertainment or exercise, such as driving to then,ggoing for a walk, watching

television, orsurfingthe Internet.

Often, when individuals write down everytlastivity, they find that there is very
little time left for sleeping. The end result imtimany activities must be pared down,
eliminated, consolidated, or delegated. Priorigzactivities on a scale of one to three —

one being the most important and three being t& le can help with this task.

Lastly, good time management involvespkeg a schedule of the tasks and
activities that have been deemed important. Keepingplendar or daily planner is
helpful to stay on task, but self-discipline iscatequired. The most efficient to-do list
in the world will not help someone who does notklad or follow his own daily

planner.
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Of course, the other side of the argnims to remember to live. Get on top of
your time management, get organized, and stay sk taut live your life. Schedule
some time off every day and at least one day alffi@#eek. Be organized, but do not be

a slave to time management.

Research on the effective use of time ¢p@nerated several time management
terms. The most common term is time-on-task, gaged time. Other terms include
available time, allocated time, academic learnimgt(or ALT), pacing, transition time,
and instructional momentum.

2.4.1. Available Time

This is the time available for alltigities. The available time is limited by
the number of days in a school year (approximaBély days) and the number of
hours in a school day (approximately eight hoursluiding one hour of break time).
Available time will be divided among all the diverRinctions of a school, including
the recreational, social, and academic goals titat the mandated and the hidden

curriculum present in every school district.

Schools vary only slightly in the numio¢ school days in a school year, but
there is considerably more variability in the hoassigned per day and in the
average daily attendance. Variations of up to twaors per day among school
districts have been noted (Stallings, 1975). Tdte dn average daily attendance has
shown that some schools within the same distriovided more schooling than
other schools because of variations in averagey daitendance (Wiley &
Harnischfeger, 1974).

The amount of time available for all school hates in a school year.
6 hours = 100%

12



2.4.2. Allocated Time

Allocated time is the amount of time assdyf@ instruction in a content area,
without reference to the quality of the activitlesing conducted during that time. In
allocating time to a specific curriculum area, anast consider how the time is
allocated as well as total time set aside for assc The amount of time and the
way it is distributed during the day, week, andosthyear are issues related to
allocated time. In an extensive multiyear studyeafching practices, the following
findings on the allocation of time were reportedkier et al., 1980):

Within reading and mathematics, clasdéfered in the amount of time
allocated to different skill areas. For exampte,one second-grade class, the
average student received 9 minutes of instruai@T the whole school year in the
arithmetic associated with the use of money. Tiggre can be contrasted with
classes where the average second grader was atlo8hb minutes per school year
in the curriculum content area of money.

As another example, in the fifth grade sattasses received less than 1,000
minutes of instruction in reading comprehension toe second year (about 10

minutes per day). This figure can be contrasted wiasses where the average

student was allocated almost 5,000 minutes ofunstm related to comprehension
during the school year (about 50 minutes per dpy)1p]. Berliner (1984), in a
review of the research literature on content denisimake the following

observations:
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The assumption that the curriculum and associatesl allocations are set by school
boards and administrators is only partly true. fihal arbiter of what is taught is the

classroom teacher.

The research has documented wide variations anmeauhérs for both content and
time allocation decisions, even in the presenceledr and mandatory regulations

detailing content and time allocations.

The empirical data relating to content coverageonmtent emphasis to achievement,
is clear. The opportunity to learn a content asgaerhaps the most potent variable

in accounting for achievement in that area.

Berliner concluded his review of content decisiothwthe following statement
by Bachmann and Schmidt (1981):

During the school day, elementary school teachansbe a law unto themselves,
favoring  certain subjects at their discretion. haV is taught matters, hence
arbitrariness in content decisions is clearly prapriate. If personal feelings
about teaching subject matters are not boundednbympersonal conception of
professional duties, children will suffer the comsences.

Responsibility in content decision making requittest teachers examine their own
conduct, its main springs and potential effectsvbat is taught [p. 54].

The amount of time allocated for instructiora content area. 79%

2.4.3. Engaged Time

Engaged time is the amount of time thelestt is actively involved in such

learning tasks as writing, listening, and respogdio teacher questions. Engaged

time does not include classroom tasks such asidmamal a paper or waiting for a

teacher to pass out materials, or inappropriateviéges such as disruptive talking to

another student or daydreaming.

14



Doyle (1986), in reporting on some of thest well-documented research on
teacher behavior by Gump (1967), stated:

Gump found that approximately one-halflod teachers’ acts involved instruction
(questions, feedback, imparting knowledge, etdhe rest of the time the teachers
were involved in organizing and arranging studdatsanstruction and orienting them
to tasks (23% average), dealing with deviant bielmgt4%), and handling individual
problems and social amenities (12%) [p. 399].

The amount of time the student is actively engagedéarning tasks. Average = 42%
Range = 25%-58%

2.4.4. Academic Learning Time (ALT)

Academic learning time has been defiretimme spent by a student engaged on
a task in which few errors are produced and whieeetask is directly relevant to an
academic outcome (Romberg, 1980).

The concept of ALT represents a considerabfemement over engaged time.
Romberg noted that ALT is positively correlated hwachievement, whereas time
unsuccessfully  engaged in academic tasks is wefatirelated to student
achievement.

In order to determine which tasks waredlly relevant to an academic outcome,
ALT researchers emphasized correspondence betiwedasks and the tests that would
be used to measure student achievement. Thevaignamong the teacher’s instruction,
student learning activities, the curriculum, aest$ of student outcomes is an important
issue that will be treated in more detail in “Aemic Monitoring.” ALT addresses one
of these relationships - namely, the alignmeativieen the student learning activity and
the test used to measure student outcomes. Y leaneasing academic learning time is
a high priority for the teacher. The measuremént®d.T is complex, because one has to
combine the assessment of the time-on-task withsutea of success and measures 0

the appropriateness of the learning tasks.
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In one study (Fisher et al., 1980) that documemted in a large number of
classrooms, it was noted that ALT varied from fowfifty-two minutes per day. The
researchers commented on this finding as follows:

It may appear that this range from 4 to 52ut@ns per day is unrealistically large.
However, these times actually occurred in the elass the study. Furthermore, it is
easy to imagine how either 4 or 52 minutes per alajcademic Learning Time
might come about.

If 50 minutes of reading instruction @&y is allocated to a student who pays
attention about a third of the time, and one-fowftthe student’s reading time is at a
high level of success, the student will experieanl/ about 4 minutes of engaged
reading at a high success level. Similarly, if I@hutes per day is allocated to
reading for a student who pays attention 85 peroérthe time at a high level of
success for almost two-thirds of the time [he @] still experience about 52 minutes
of Academic Learning Time per day [p. 23].

The ALT notion of success in the engagekd represents a major refinement
of the concept of engaged time. Marliave and Fi{bh985) noted that "student
success during instructional tasks is an ongoiagnlag behavior of equal or greater
importance than that of time allocated to critenielevant tasks or student attention
during those tasks" (p. 222).

The amount of time successfully engaged in avadtasks.

Average = 17®ange = 10%-25%

Pacing.

Pacing has two related dimensions. One miioa, curriculum, pacing, is
concerned with the rate at which progress is madeugh the curriculum. The

second dimension, lesson pacing, is concerned thghpace at which a teacher

16



conducts individual lessons. One team of resesscthianmed up the importance of
pacing as follows:

. researchers have shown that most studerdisiding low-achieving students,
learn more when their lessons are conducted aisk pace, because a reasonably
fast pace serves to stimulate student attentiveamdsparticipation, and because

more content gets covered by students.

This assumes, of course, that the lessan aslevel of difficulty that permits a
high rate of student success; material that isdiffccult or presented poorly cannot
be learned at any instructional pace [Wyne, St\hite, & Coop, 1986, p. 20].

Berliner (1984), in discussing the rate atiochprogress is made through the

curriculum, reported:

The evidence for the power of the paciagable keeps mounting. The more
the teacher covers, the more students seem tao |é&nis is hardly shocking news.
But again, it is the variability across classed teanore impressive. One teacher
adjusts the pace in the workplace and covers halftéxt in a semester; another
finishes it all. One teacher has 20 practice @wisl covered in a lesson, another
manages to cover only 10. One teacher has studsiatsievelop a sight vocabulary
of 100 words before Christmas, another teacheuesits learn only 50 [p. 55].

Thus, pacing, like many other charactiessof effective instruction, shows
considerable variability among teachers and hasomopinced effect on student
achievement.

In comparing the effective and lesseeile teachers, Good, Grouws, and
Ebmeier (1983) noted that the less effective teachevered 37 percent less when
measured on a daily rate. Less effective teadkadked to try and catch up late in the

course and then provided too much material withaoy distributed practice to

17



consolidate and review the content. Clearly, thewant of content covered daily
relates to other skills and should be viewed ab batymptom and a cause.

2.4.5.Transition Time.

A lesson consists of a series of relatedruetibnal activities, including
demonstrations, discussions, guided practice, athependent practice. Considerable
time can be wasted if the transitions between tdéfrent activities within a lesson
are not managed quickly and smoothly.

To facilitate smooth transitions that ntain instructional momentum and
student attention, teachers must demonstrate a wadge of curriculum and
classroom management skills. One method of reducargsition time (which is not
necessarily recommended) involves reducing the eunob lesson activities. For
example, a teacher who confines a lesson to omatadgt'Work the examples at the
end of Chapter 6 and raise your hand if you watyp"hevill have no trouble with
transition time, because transitions will be eliated. However, the omission of
activities, such as guided practice, may reduamieg@ outcomes.

For transitions to occur quickly and smoothly,
* The teacher must have materials ready and dematmstonfidence in closing
one activity and initiating the next.

* The teacher must exercise increased vigilanceguhie transition period.

« The student must enter the next activity with res¢ and the expectation of

Success.

In summarizing the research on effective irdiomm and transitions, Doyle (1986)
made the following observation:

. skilled managers marked the onset rafsitions clearly, orchestrated

transitions actively, and minimized the loss of nemtum during these changes in

activities. Less effective managers, on the otemd, tended to blend activities
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together, failed to monitor events during transisipand took excessively long to
complete the movement between segments. Trarsitiappear to require

considerable vigilance and teacher direction t@aqatish successfully [p. 416].

The skillful management of transitions doasnf@re than save time. Kounin and
Doyle (1975) reported that misbehavior is mostlyike occur when there is a lag in
the continuity of a lesson. Gump (1967) found teaichers dealt with more deviant
behaviors during transitions than during any otimae. Ross (1983) stated that the
management of transitions was one of the criticanagement tasks faced by
teachers. No surgeon manipulates more interacbngplex variables in a short time
span than does the master teacher managing atitansRoss (1983) searched the
research literature for management proceduresréatuting the chaos of transitions”
and identified a number of principles, includingradce preparation, use of routines,

and movement management.

I nstructional Momentum.

Pacing and transition time manag#mentribute to instructional momentum
. Both teacher and student need to feel a sens®wément through the curriculum. A
loss of momentum will indicate structural probleimshe instruction. A prolonged loss
of momentum will have destructive, affective consmaces for both teacher and
student as well as a negative effect on studenieaement. Well-maintained

momentum has positive affective consequencestddest and teacher.

2.5.Practical Suggestions: Time Management

The practical suggestions in thistisacrepresent a collection of ideas based
on classroom observations, experience, and a revighe effective teaching literature
and teacher magazines. Feel free to incorporatefthese suggestions that work for

you.
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2.5.1. Increasing Allocated Time

Keep Sufficient Materials and Supplies Available

1. Run off extra worksheets. Use them with studertte Worget" their homework
assignments.

2. Have worksheets/activities planned for students firtish early.

3. Make certain worksheets are sequenced in the trdgmwill be used.

4. If there is more than one page in a handout, be that you have collated and
stapled the pages.

5. Elicit the assistance of students or parent voknsten completing preparation

activities.

Have Necessary Equipment and Supplies Available,

[EEY

. 1.If you are using audio equipment, test the eqaipnbefore you plan to use it.

2. If you are using an image projector or an overt@agector, make certain you have
a spar bulb available.

3. 3.Make certain you have sufficient extension c@ad electrical adapters.

4. 4.Check to see if a technical person will be awd#awhen you plan to use
audiovisual equipment. Know where to find thisqoer.

5. 5.Regularly check to see that you have sufficieipipies of office materials such

as pens, pencils, and markers.

Keep Materials and Equipment Easily Accessible.
1. Store materials near the area where they are tode  Transportable boxes may
be helpful.
2. Use file folders to store worksheets for sepanadéviduals or groups.

3. Keep your daily schedule and lesson plans operoandesk or worktable.
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Plan the Collection and Correction of Homework.

1.

Ask students who have not finished their homewarkwrite "yes" on the
blackboard. (You can then easily count how mangestits have finished their
homework and how many have not.)

When calling roll, have students respond "yeshéyt have done their homework,
and "no" if they have not.

Ask for choral answers to each problem in a homkvassignment. When the
chorus weakens, tag the problem as being difficAl.each answer is given, ask
students to circle the problems they have workedrirectly.

Count the number of students who answered eachlgonolzorrectly and
incorrectly by calling out the problem number arsttiag students to raise their
hands if they answered the problem correctly.

If a student fails to return a homework assignmérive him or her take a
duplicate copy of the assignment and begin workingt in another part of the
classroom. Reinforce the student for working dyiet

If a student has partially completed a homeworkgassent, ask him or her to
correct as much of it as is completed and thengad to another part of the room

to complete the work. Reinforce the student forking quietly.

The entire homework-checking procedure should ed®than five minutes

2.5.2. Increasing Engaged Time

Begin Classwork on Schedule

1. Establish a schedule of classes and post a copsyevaliestudents can see it.
2. Initially, provide a reward for those who beginsdavork on schedule. Gradually

tone down the reward and praise for those whonbagitime.

Get the Attention of the Class.

1. 1.Give a signal or verbal prompt, such as "Whemyaree is sitting quietly, we

will begin our math lesson."
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2. Wait until all students have come to order befargibning the class.

3. Praise the group when all students are attending.
Get the Class Started after Breaks in the Schedule.

1. 1 .Establish a routine activity, such as a threeutei math facts sheet, to begin
immediately after a break. During the break, plawgh facts worksheets face
down on students’ desks.

2. Use the setting of a kitchen timer as the signalegin work.

3. Develop a set of index cards with review questioBegin the class by randomly
selecting two or three of the questions and askweggroup to answer them.
"Brain teasers" or riddles may also be used immilai manner.

Use Nondisruptive Signals to Get Students Involved.

1. Use eye contact to indicate desired behavior.

2. Use a hand signal to designate appropriate behavior

3. Post room rules in the classroom. Use a verbalsueh as "Remember what to
do," to indicate that students should refer toabperopriate rule.

4. Stand near those students who might have diffidoltysing on their work.

Focus Students’ Attention on Instructional Tasks.
1. Use a verbal prompt such as, "Ready!"
2. Inform students of a reinforcing activity that ntingent on completing a
particular task.
For example, say, "When we have finished this mathksheet, it will be time

for recess."
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Circulate around the room.

1. First, make certain that the work has been welpared, introduced, and explained,
so that most students can progress smoothly thramghndependent practice
assignment rather than waiting for help.

2. When circulating, most of your interactions witbhdgnts should be fairly brief.

3. Make certain the physical layout of your room fa@ies movement among

student’s desks.

4. Have a few extra chairs available so that you eaaflyesit down if you need to help
a student for a short time.

5. If students are waiting to be helped, ask themamig to the next problem if they

are able, so that they do not waste time.

2.5.3. Increasing Academic Learning Time

Enhance Students’ involvement.

1. Attempt to make a correlation between the instamati task and the students’
personal lives.
Example: "Let’s say you wanted to buy a pack of qirthe store; you have 25
cents, but the gum costs 35 cents. How much noked need?"

2. Ask students to describe situations where they haeeled to use math to solve a
problem in their personal lives. For example, tsm to describe a shopping

experience.

Make Certain Students Attend to I nitial Presentations.

1. Make certain you have eye contact with studentswadescribing lesson content,

giving directions, asking questions, and assigaictiyities.
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3. Make certain that students listen to comments niadether students during
small-group discussions.

4. To make certain that students have attended tonvaton you or another student
have presented, ask them to repeat the informdiamk to you in their own

words.

Involve Students in the Instructional Activity.

1. Watch for student behaviors that indicate theyimrelved in the lesson or
activity. Such behaviors include listening, regfiog, reading, writing,
and participating in group work.

2. Ask students questions that confirm whether or thmty have been
involved in the lesson or instructional activitfévho, Why, When, Where,

and How" questions are usually fairly easy to gateequickly.

Provide Relevant Lessons and Assignments.
1. Avoid giving students "busy work."
2. Find out what students are interested in and bogtructional activities around
those interests.
3. Develop a questionnaire that determines what stadam interested in. (This
could be part of a writing assignment.)
4. Focus on teaching students the skills they mosdl te&now in their daily lives,

such as time, money, and measurement.

Organize Presentations.
1. Task-analyze the concept or task being presensgsahg special attention to the

structure and sequencing involved.
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9.

Script or outline the steps of the lesson. When goesent the lesson, tape-
record or videotape it so that you can check ehs®v well your presentation
followed the outline.

Prepare to teach new material in small steps dothleapossibility for errors in
learning is lessened.

Plan to practice until overlearning occurs. Thatstudents should continue to
practice beyond the point where they can do thedasurately. Automaticity is
also important.

Think about whether the concepts, vocabulary, seetstructure, and examples
In your presentations are consistent with studem¢sels of understanding and
rate of learning.

.Group study, tutorial help, textbooks, workbookspgrammed instruction
units, audiovisual methods, and academic gameseamsed to help organize
effective presentations.

Avoid including extraneous material in instructibpeesentations.

Structure facilitates memory. If new informatioh presented in a structured
manner, students can more easily reconstruct teessin a given learning
process.

Use specific, concrete procedures.

Pacing Curriculum and Lessons

Cover an Appropriate Amount of Material.

There is a direct relationship between the armotimaterial covered and the amount

students learn. Establish a yearly scheduledeeitng the required curriculum.

Pace Presentations.

1. When students respond correctly, comment quicklyheir responses and move

on.

2. In most situations, pause no more than one secetwekbn questions.
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3. If you are working at an appropriate level of diffity for a group of students,
your expectations of their potential should notagfse affect the pace. That is,
even if you are working with a group of studentovilinction below grade level,
this doesn’t mean that you have to present infaonadt a slower pace, provided
you are working at a level they can understand.

4. Reduce the level of difficulty rather than slow dothe pace.

2.5.4.Decreasing Transition Time

Prepare Studentsin Advance.
1. Warn students about upcoming transitions. A fewutgs before a change in

activity, warn students that the change is impeqdimhis is especially helpful at
the beginning of the school year or the beginwhg new schedule.

2.Provide students with verbal directions to fadiétdransitions. Describe in a
step-by-step manner exactly what the expected guveewill be. Transition can

involve a physical movement or a change in focus.

3.Make certain students are attending before givingctons for transitions.

Bring Activitiesto Closure.

1. Bring activities to closure before the transitiartors. This can be accomplished

by summarizing the main points of the lesson onding a halt to a recess
activity.

2. When students are involved in self-paced activisesh as independent practice,

let students know every ten minutes or so how ntimeé they have left to work.

Establish Routinesto Facilitate Transitions.

1. Establish a standard set of actions to facilitedaditions. Students need to know

clearly what is expected of them. They should bk @0 make transitions

without explicit direction from the teacher.
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2. Establish a procedure for students who completd& warly. This will reduce the
amount of time they spend waiting for their clagses to finish assignments.

3.When some students finish an assignment earlyforem those who find

something appropriate to do while they are waiting.

Manage Student Movement During Transitions.
1. Plan for movement transitions within the classroou, of the classroom, and
into the classroom. Consider the number of stidamolved in the transition:

only one student, a group of students, or theentass.

2. For each transition, decide whether students shodde from one activity to

another individually or as a group.

3. Determine whether students need to "line up" to enfrom one activity to
another, or whether they should move independentignsider the amount of

disruptive, inappropriate behavior that occurdwaaich procedure.

4. When students are waiting in line, engage them teagher-directed activity.
This is a great opportunity for a quick review odtimfacts or for reciting prose.

5. Teach students to bring necessary materials whexingoto small-group

sessions.

Train Students to Respond to Signals.
1. Teach students to respond immediately to a signaddve about the room.
2. Develop and use the same signal for each transition
3. Establish transition procedures and practice them.
During the day, keep track of the number and ledtransitions. Using a

stopwatch can be helpful in keeping track of tit@ms time.
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Avoid Interruptions.

1.

Don't allow transition periods to interrupt the hofvthe lesson.

2. After starting a new activity, don’t return to ald @ne.
3.
4. Be prepared to manage two types of transitionsdestu transitions

Avoid irrelevant announcements and ill-timed irgetjons.

(sharpening a pencil, getting a drink of water) dadcher transitions
(locating a set of worksheets, answering a teleploaii).

When working with a group of students, don’t spexdessive time with
any one student.

Don’t digress or get sidetracked on irrelevantessu

7. Following student responses, continue quickly vihign presentation.

Save time by collecting papers after students Btarted the next activity.

I nstructions for Self-evaluation

Each of the checklists evaluates five mapstructional skills. For example, Skill

2 on the Time Management Checklist addresses edgame, and the instructional

skill is broadly defined by the statement, "A higércentage of the allocated time is

spent ‘on-task’ by students." Several evaluatjoastions are provided in each skill

area. These evaluation questions provide a fumaitidefinition of the instructional

skills and a vehicle for the self-evaluation pracesYou should feel free to add

additional evaluation questions that further déscgiour instructional practices in this

area.

For each evaluation question, ybaudd fill in a numerical rating and any

helpful comments that will further describe thellskiFor the numerical rating, use the

following four-point scale and associated criteria

1. No change is needed in present practices.

2. There are minor problems that can be correctekiyuamd easily.
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3. There are major problems that will require a comallle investment in
time and effort.
4. | need more specific information on my own behavwefore | can decide
whether | have a problem.
In most cases, the numbers 2 through 4 shioeillbllowed by a comment that
addresses the issue in more detail. It will beflaklin the subsequent planning for
instructional improvement if the comment addregbescontext. For example, the

evaluation question, "a. Does a lesson start guiekd smoothly?" might be
followed by a rating of "2," indicating a minor ffmem. This rating might then be
followed by the comment, "Have difficulty with Moag morning language arts
lessons.” Such a comment would not be unusualafdeacher who makes a
considerable investment in class preparation oekdays but might not be highly
prepared on Mondays.

If the teacher had difficulty achieving a oitlg quick start to most of the daily
language arts lessons, a rating of "3," indicagngajor problem, would be more
appropriate. Any ineffective instructional praetithat is consistently present, or any
practice that adversely and systematically affdatsquality of education of even one
student, should be classified as a major problem.

Please feel free to make multiple copiktthe self-evaluation checklists. The
copyright on the self-evaluation checklists in vemvin cases where the copies are
used in conjunction with this content. You will ro& that no attempt has been made
to provide global numerical scores. This informatiis intended to facilitate
instructional improvement rather than the clasatfan of teachers based on some
number. The intent of the evaluation effort wi# hchieved by a progressive and
systematic process that consolidates strengthseghaices less effective instructional
practices with more effective ones. Any attemptstonmarize or provide global
numerical scores might serve only to de-emphasigespecific practical information

needed to drive the self-improvement process.
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A professional evaluation effort ig something that occurs once every year or
two and culminates in some global classificatibradeacher; it should involve the
teacher in an active and continuous role. Taacksbould accept the primary
responsibility for identifying practices that cohdate strengths and replace less
effective practices with more effective ones. [each major topic, you will find

suggestions for the self-improvement planning pgece

2.6. Timelines and Change Measures

Please describe your timelines and how you will snea change in relationship

to the objective(s) you have selected.
Results
Upon completion of your self-improvement projaetite a brief description of
the results of the implementation. Attach any ata sheets that were used to

gather information and describe any changes that wnade during your
project.

2.7. Time Management

Background

Scheduling and managing time wiselyiamgortant for the student organization
leader. If you miss important appointments anditiees you will cause complications
both to your organization and to your academic perdonal life. This causes anxiety,

frustration, guilt, and other nasty feelings.
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Purpose

What is Time Management?
. It is a process of constantly asking what is morpartant, and arranging
priorities to reflect each choice.
. It is knowing:
s A system: For helping you meet your goals
* Practical tips: For using your time effectively

% How to succeed: When facing stumbling blocks ocpastination

“ Yourself: Your habits, goals, and time during tte dvhen you’'re most
alert and productive

Time management really means managing yourself!
Time Management Tips
Only 20-25 percent of a student’s timeastrollable, and the average student is
interrupted every 10 to 15 minutes. This factgass the need to minimize
interruptions but also to plan them into your day.
An effective way to isolate and manage the intdroms and any unexpected items
Is to use a priority system. On your daily tolgd, mark the important and essential
things to be done today with A, the secondary itetis B, and the marginal items with
C.

» Delegate (provide link to delegating tips here):

% .Determine who and why
s .Determine what and when

¢ .Check for understanding and acceptance
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Have interim status checks
Recognize and reward.

Procrastination
Procrastination = Negative Delay

Tedious, difficult, or uninteresting tasks are ugudnose that we put off doing.
Yet, it is these tasks that are essential to |scoe college. Procrastination slows
achievement of current goals, and restricts futpportunity as time is clogged up.
The time spent before the job is not properly tedkland is usually wasted.
Procrastination can come about in a number of ways:
Paralysis by planning

Here the planning process is drawn out tadaconfronting an issue. Plans are

argued and polished and perfected, but implememtaaf the plans is delayed
unnecessarily.
Perfectionism

Often tasks are fussed over long after theye been achieved to quite a sufficient
level. This often serves to delay tackling otheyblems. Often perfectionism simply

IS not required, and is not cost- effective to achi

Boredom
Boring jobs are very easy to delay for spwiosaasons. Here self-discipline is
needed.
Hostility
Where you are hostile to the taskth@ person giving the task, there is a

strong temptation to delay.
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The Deadline High

Coming up against a tight deadline areting is immediately satisfying. It can
be associated with strong rushes of adrenaline pfbblems with this are that you may
find that jobs are being delayed precisely to de$ tush of adrenaline, and that
occasionally jobs may fail because they are begqun late. The way to tackle
procrastination is to set deadlines by which gehatsuld be achieved. The way to avoid

Deadline High procrastination is to set intermeglgwals which must be achieved.

Positive Delay

Occasionally delay can be positive asdful. When you are tired, upset, or
angry it can often be best not to tackle jobs teafuire sensitivity and clarity of
thought. If you do not have the information oriskio do a job properly, it may be best
to delay until you have acquired them. It is okaydelay if there is something more
important to do than the job being delayed. Dealagy also be useful in a situation
where you feel threatened or are unhappy aboutdbese of action needed to meet a
crisis. By delaying in these cases you give tiorenfiore information to come to light
to guide the choice, may see a different perspethat changes your view of the
circumstances. Alternatively, random occurrencay give you a useful advantage, or
may reduce the severity of a problem.

These positive aspects of delay nmagf however, be used as an excuse to

avoid action that is obviously essential.
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CHAPTER THREE

3. DATA ANALYSIS. PRESENTATION AND
INTERPRETATION

Introduction

This study tries to reveal time manageimpractice in SSEIl. With Special
reference to different compound . To come up With required results , the researcher
has used questionnaire as data collection tools disttibuted to the sample
respondents.  Majority of the respondents haveedillout and returned the

guestionnaires distributed to them. This givesspoase rate of

In this Part of the study ,the data collected thlowuestionnaire is tabulated and
analyzed and interpreted . The chapter has thres. pehe first part presents the
characteristics of the respondents. The second rgaresents detailed analysis and
discussion of data collected through the distrdyutf questionnaire . The third and last

part of the chapter discuses the information olethfrom documents.
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3.1 Characteristics of the respondents

Table 1. Respondents according to sex Age anddfidual background

Respondents
Male Female
No | Item No | % No %
1 | Sex 25 | 39.98 38 60.32
Total 25 | 39.68 38 60.32
2 | Age
Below 20 - - - -
20-29 13 | 20.63 33 52.38
30-39 9 14.29] 3 4.76
40-49 3 476 | 2 3.17
Above 50 -- -- -- --
Total 25| 39.68 38 60.31
3 | Educational
Background
Diploma 10 | 15.87| 16 25.39
Degree 12 | 19.05 22 34.92
MA and above 3 476 | -- --
Total 25 | 39.68 38 60.31

(Source Primary Data)

As Shown in item 1 table | above , out oféd88ployees respondents 25(39.68 % )
of them are male and the rest 38 (60.31 % )ofear®wles . This clearly indicates that
the number of female employees in SSEI. Is greatban that of their male counter
parts. According to the respondents the orgawizdbelieves that female employees
are performing their job than males. As a resulitho§ , SSEI prefers to employ

females.
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Regarding the age group of the samgdpondents 46 (73 %) are between 20-
29 and 12 (19 %) of the employees are betwseage of 30-39 and 5 ( 7.9 %) of the
respondents . This may indicate on one hand treatrthjority of the employees are
young and has medium experience. In the other,lihisdage range , which is likely to

increase the efficiency of the service that thétung gives.

As far as educational qualificatminthe respondents is concerned , as shown
in item 3 of the table , 34 ( 53.96 %) of the regpents are degree holders . On the
other hand 26 ( 41.27 %) of them are diploma grestuaThe rest 3 ( 4.76 % ) of the
respondents posses MA. The data indicates that72%B8. of the respondents are
BA/MA degree holders. This may enable the orgarmmatio undertake its work easily
by familizing them with the advanced technology.u3hthe institute seems to be
equipped with educated workforce and educated worke is likely to be more

productive are creative and be able to easily &itopew technology.

3.2 Analysis of finding of the study

Table : 2
ltem Alternatives Response
Freque % age
ncy
Is the Institute use scientific Yes 17 26.98
approach to evaluate time To some extent | 16 25.39
management strength and No 10 15.87
weakness? | don't have 20 31.76
idea
Total 63 100 .00
Yes 42 66.67
To some extent | 16 25.39
Is the institute formulate No 5 7.93
appropriate strategy for the | don't have -
institute resource strength ? idea
Total 63 99.99

( Source: Survey April 2011)
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Degree of awareness
The Same numbers of employees whose responsgaemented above were also

asked to express their opinion weather they knownalr the existing of scientific
strategy approach and do the institute formulapr@iate strategy resources strength .
The summery of responses is present in the abde &md analysis is followed. The

survey of the respondents presented above shows tha

only 17 or 26.98 % of the represent say Yésor 25.39 % of the represents don’t
have sufficient know how.

Table 4 Affecting of lateness

Item AlternativesFrequency of
response
No %
To what extent the leaders atToaverygreat |12 19.04
different levels of the institute giving| extent
awareness about importance of time¢To a great extent | 12 19.04
and equal treatment to their| Undecided 4 6.34
followers? To some extent 35 55.55
Total 63 100

As shown in table 4 above , 35( 55.56 &b the respondents confirmed that it is
to some extent that leaders at different level hed institute treat and aware their
followers equally . On the other hand, 24 ( 38.08) Yevealed that the leaders at
different levels of the institute treat and awdreitt followers equally. The rest are not
able to decide or comment. Thus we can say tha ikebias or discrimination in the
institute. Such a situation is likely to hamper twporation between employees and
the management and this in turn may affect thd tebak initiation of workers in the
institution .However, it should be also remembeteat quite a considerable number of
respondents ,that is,24 ( 38.04 % ) are satisfidla the way they are treated by the
leaders .
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Table 5 Frequency of evaluating system of time

Item Alternatives Frequency of respalent
What type of benchmark is No %
used at the time of evaluating | Past experience 12 19.04
Institution resource Institute key
competitors 10 |15.86
Written document 41 65.20
Total 63 100

Table 5 show that the majority of the responslard. 41 ( 65.20 % ) are give
response the way of evaluating the institution ues® by using the written document
that is prepared by the institution. However, 1% 86 % ) of the respondents said that
the institute evaluate the institution resource likne by observing others competitors

performance and good experience.

Table 6 : Transparency of way of controlling time

ltem Frequency of respondent
Alternatives No %
Does the Yes 24 38.09
controlling Partially 16 25.39
system is Completely no 23 36.51
transparency Total 63 99.99

Table 6 shows that the respondents i.e. 38100 % ) are give response the way of
controlling time of work at work place is not mutthnsparency . Simply the institute

control time of worker by controlling and checkitige attendance.

23 ( 36.51 % ) of the respondents said thattrerolling system of the institute is
not transparency .The rest 16 ( 25.39 % ) of tspardents have no more idea about

the controlling system is transparency or not.
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CHAPTER FOUR
4. SUMMARY .CONCLUSION. AND RECOMMENDATION

The study was designed to assess the timegearamt practice in SSEI. To collect
the relevant data 70 questionnaires were distribtdéhe respondent and from these
distributed questionnaires 63 have been partiaippieted and returned . Therefore,
data analysis is based on questionnaires resyit onl

To make analysis more clear frequency count daih percentage are employed.

4.1 Summary

The major findings of the study are summarizeshdEated here:

Most of the employees have no idea about the unstiscientific approach to
evaluate time management ,about 31.76 % of thenegmt. Even if they know
the criteria the organization use or apply only soofi these criteria during

evaluation.

The result of the study indicated that majorityaof employees do not have idea

about the transparency of controlling in time maamagnt .

The majority of the respondents said that thatirigin do not give awareness

about how to handle time properly to be more oaohiand more productive .

The majority of the respondents said that therenly a written document that

Is, the agreement paper as a benchmark to evdlaat¢hey used time.
1.2 Conclusions

On the bases of the major findings indidahbove, the following conclusions
are made.

* When we see the first result under summaries wedcaan a conclusion that the

Institution was/is not use scientific approach\aleate time management.
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* The system doesn’t have consideration for the sysie approach to evaluate

time management.

* The system lacks frequent work cross checking

* The institute use to control time management thagieement paper as bench
mark ,there is gap to remind the whole agreemecdtuse there is no copies on

the employees hand.

1.3 Recommendations

The following recommendations are helpfulntgigate the problems that

the researcher has so far investigated.
» As we can see from the findings, it is better dous on how to control the

employees time management practice.
* If the employees have no awareness about time geament practice the

institution must give conference or training .

* The leaders also encourage the employees thoseamghocommitted on keeping
time properly.

* If there is no sufficient transport allowance fhetemployees , the institute must

give the compensate allowance for the to reacime t
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APPENDIX A

ST.MARRY UNIVERSITY COLLEGE
Business Faculty
Management Department

Questionnaire to be filled by SUNNY SIDE BOATIONAL INSTITUTE

permanent workers on the Time management practice.

Part one

First | would like to thank for your willingess to answer this questionnaire . The
objective of the interest is to explore the ongostatus of your organization’s time
management practices and which in turn, to givermmeuendation for its improvement .

Hence there is no correction would be madeymwur answer rather it is clearly to
show the level of your personal opinion to thavrdual inquiry.

Therefore , your frank and sincere reply is highppreciated for it will positively
contribute to the validity of the data to be caiést
No need to write your name .

| appreciate your devotion of time and papttion .

For the questions which appear on part one andptwtoyour answer by making ‘X’
mark on the box(s) or write your idea on the sppamvided . Please , as much as
possible do not jump the open ended questions weaad.

Part two

1.Name of the institute

2. sex Male

3. Age Below 20 20—29 30—3¢
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4. Department /Campus

5. Your field of work

6 . Year of entry

7. How do you join this organization ?

By advertisement By personal applicatior

By recommendation Bihay

8. What is your educational level?

Grade 12 Certifical Diploma

' degree M

9. How many years you are giving service in thif@ssion ?

10. Is the institute used scientific approachva@ate time management strength and
weakness ?
Yes To some exte No | don’t have ide3

11. Is the institute formulate appropriate stratiey the institute resource strength?

Yes To some extf No | don’t have ide

12. What type of bench mark is used at the bifrevaluating institute source ?
Past experiencd Institute key competi

13. Dose the controlling system is transparent ?

Yes Partia Completely no
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14. To what extent are the leaders at differerglleof organization give awareness and
giving equal treatment to their followers ?

To a very great exter| To aagextent

Undecid To some exten To adlesgtent

15. Does the way how to manage time is noticeghiconcerned party ?

Yeq No

16. Do you take any seminar or training to imprgear time management ?

Yes No
17. Is there any group responsible for time mamege controlling only?

Yes No
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