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Lunch and Learn Leadership Skills Workshop 

Time Management:  
Finding Time for the  

Important Things 
Facilitator Notes 

 
Workshop Objectives 
 
Participants will: 

 Review some basic principles of time management; 

 Set goals and priorities 

 Find time in their schedules for their goals and priorities 
 
 

Workshop Outline 
 

Time Activities 

10 minutes Intro to course themes and objectives 

 Welcome and Workshop Objectives 

9 minutes Time Management Techniques 

 Intro Activity: Sharing our time management techniques 

 Reviewing other time management techniques 

5 minutes Setting goals and priorities 

 Activity: Sharing our goals and priorities 

15 minutes Skill Development: Finding time in our schedules for our 
goals and priorities 

 Pie of Life activity 

 Large group debrief 

1 minute Wrap Up 
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Workshop Set Up and Preparation 

 
 

Supplies & Equipment 

 1 non-toxic marker per participant and 1-2 for the facilitator (blue and black, 

unscented or low scent) 

 Several large sticky note pads on the tables (enough so everyone can have a 

few sheets) 

 Several boxes (3-4) of coloured pencils 

 One pen per participant/facilitator 

 One flip chart stand and lots of paper 

 Masking tape 

 

Room Preparation 

 Room set up: Tables with 4-6 people each, preferably round tables 

 Prepare flip charts (See below)   

 Pens and markers on tables for participants 

 Several boxes of coloured pencils on tables at intervals (sharpened) 

 1 pencil sharpener 

 

Preparation for Session  

 Flipchart: Two blank flipchart pages with the titles: “Time Management 
Techniques” and “Goals and Priorities” taped to the wall. Another 1 or 2 
flipchart pages with the Workshop Objectives written on them, taped to the 
wall (or, alternatively, written on the chalkboard/whiteboard if available). 

 

 Handouts: One copy of the Pie of Life task sheet per participant. One copy of 
the Time Management Tip Sheet per participant. Have these ready but not 
handed out yet. 

 

 Facilitator Materials: Go through the facilitator materials carefully and 
highlight everything that you want to say or emphasize. This will make it 
easier to keep your place and not forget what you need to say while 
facilitating. 
 

 Statement of Respect: Designate two people to deal with harassment or 
discrimination. One of those people should identify as female. 
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Detailed Facilitator Notes 
40 MINUTES 

 
1 Welcome and Introduction to Course Themes (9 minutes) 

 
Set Up: “Workshop Objectives” flipchart pages posted on the wall where everyone 
can see them, or written on the chalkboard/whiteboard if available. 

 
1.1 Facilitator introduction (2 minutes) 

 Introduce yourself as facilitator: say your name, where you work and 

your interest in this course. Be very brief. 

 Read the Statement of Respect: 

 

Statement of Respect 
Harassment or discrimination of any kind will not be tolerated at 

OPSEU functions. 
 
Whenever OPSEU members gather, we welcome all peoples of the 
world. We will not accept any unwelcoming words, actions or 
behaviours against our union members. 
 
We accord respect to all persons, regardless of age, political 
affiliation, including people of colour, women, men, First Nations, 
Métis and Inuit peoples, members of ethno-racial groups, people with 
disabilities, gays, lesbians, bisexual, transgender/transsexual people, 
and gender diverse persons, francophones and all persons whose first 
language is not English. 
 
In our diversity we will build solidarity as union members. 
 
If you believe that you are being harassed or discriminated against 

contact                                   (specify names) * for immediate 

assistance.  [STOP READING HERE.] 
 
* It is the event coordinator’s responsibility to designate at least two qualified 
persons. The names and phones numbers of such persons must be listed. One of 
the designated members shall be female. 
 

Revised September 2013 
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1.2 Participant Introductions (5 minutes) 

 Ask participants to introduce themselves to the class by giving their 

name, where they work, and one thing they’ve procrastinated on doing 

recently. 

 If you have a large group (more than 15 people), you can have them 

do this in table groups. In that case, tell them they have a few minutes 

to introduce themselves to each other. After three or four minutes, ask 

them to wrap it up. 

 

1.3 Workshop introduction (2 minutes) 

 Introduce the topic of the workshop – Time Management: Finding 

Time for the Important Things. 

 Explain that we have a very short period of time, so we are going to 

focus on three workshop objectives today. Participants will: 

 Review some basic principles of time management; 

 Set goals and priorities; and 

 Find time in their schedules for their goals and priorities. 

 

 

2 Opening Activity: Time Management Techniques (10 minutes) 

 
Set up: One flipchart page titled “Time Management Techniques” hanging on the 
wall.  Enough sticky note pads for everyone to have a couple of notes each. One 
marker and one pen per participant on the tables where they can reach them. Time 
Management Tip Sheets ready for handing out (but not handed out yet). 

 
2.1 Time Management Technique Sticky Note Activity (3 minutes): 

 Tell participants that most of us already use some time management 

techniques and that we will share some of them with each other now.  

 Draw the participants’ attention to the sticky note pads in front of 

them. 

 Ask them to write down one or two of their favourite time 

management techniques that work for them, one per sticky note, and 

post it on the flip chart page on the wall titled “Time Management 

Techniques”.  

 Say that they have two minutes to write these out and post them. 
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2.2 Take up (7 minutes): 

 Once participants have posted their notes, take a minute or two to read 

the examples out loud to the group.  Draw the group’s notice to any 

techniques that are particularly popular. 

 Hand out the Time Management Tip Sheet to the participants. 

 Compare the time management tips on the flipchart paper with the 

ones on in the tip sheet to see whether there are any on the tip sheet 

that weren’t suggested by the class (or vice versa). 

 
 

3 Setting Goals and Priorities (5 minutes) 

 
Set Up: Flip chart paper on the wall, titled “Goals and Priorities”.  Enough sticky 
notes for everyone to have one note. 
 
3.1 Goals and Priorities Sticky Note Activity (2 minutes): 

 Ask participants for a show of hands if they have any goal, project, 

or activity they would like to work towards, but that they just haven’t had 

time to get started doing. 

 Ask participants to pick one goal or activity that they wish they 

had more time to do, write it on a sticky note and put it on the flip 

chart. This goal or activity can be anything – great if it’s union-related, 

but anything is fine. 

 Tell them they have one minute to write this down and post it. 

 

3.2 Take up (3 minutes): 

 Once they have posted, take a couple of minutes to read them out 

loud to everyone.  Make supportive comments about the worthiness of 

these goals or activities while reading them out loud, but keep it 

moving. 

 Tell participants that these are all excellent goals – and it’s too bad we 

find it so difficult to find time to do them. Imagine how much good we 

could do for others and for ourselves if we could just find time to do 

these things. 
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4 Skill development: Finding time in our schedule for goals and 

priorities (15 minutes) 

 
Set up: Hand out the Pie of Life Task sheets. Have a few boxes of sharpened 
pencil crayons placed at intervals on the tables and a pencil sharpener available. 
 
4.1 Pie of Life Task Sheet (10 minutes) 

 Say that we will now take a moment to look at our lives and how busy 

we have become.  This activity will help us see where we spend most of 

our time.  

 Emphasize that this is a self-assessment tool and that it will be 

different for each of us – there are no right or wrong answers.  We can 

use this tool to decide on changes we can make to improve the use of 

our available time. 

 Ask participants to look at their Pie of Life Task Sheet.  Ask them to 

spend 10 minutes filling it out and answering the questions on it. Tell 

them to feel free to use the pencil crayons for colour coding if they 

like. They should all do their own task sheet but they can talk to each 

other about it if they like. 

 Say that we’re not going for pinpoint accuracy – this is just a quick 

estimate of what they spend their time doing. Include sleeping, eating, 

etc. 

 Keep track of the time and give participants a one or two minute 

warning to wrap it up before starting the debrief. 
 

The Pie of Life - Task Sheet 
 

Thinking of your life as the circle below, divide it into slices and label each slice to 
show the various activities you are engaged in on a regular basis. 
 
Reflect on your current life by considering the following 
questions: 

1. Are my priorities and values reflected in the allocation 
of my slices of the pie? 

2. Am I involved in too many activities or too few 
activities? 

3. What needs more attention, less attention? 

4. What changes can I make to optimize the use of my 
time? 
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Debriefing the Pie of Life exercise (5 minutes) 

 Ask the class any of the following questions for large group discussion:  

 Did anyone find something they want to spend more or less time 

doing? 

 Looking at what you’re doing, do you have time to make the goal 

you mentioned a priority? 

 Wrap up the discussion by telling participants that they may find 

they have time to work on the goal they mentioned earlier – or they may 

not. It may be that the things we’re spending our time on may be the 

priority right now, and that’s okay too. Say that you hope this exercise 

has helped them get a better idea of how they want to spend their time. 

 
 

5  Wrap Up (1 minute) 

 
5.1 Thank the participants for their participation.  

 
5.2 Draw the participants’ attention again to the Time Management Tip Sheet 

for future reference. 

 
 


