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Refer participants to the questions at the bottom 
of page 8. 

Have participants complete the 2 questions. 

Debrief question: What standards for planning do 
we have at our credit union? 

Ask for examples. 

Ask: What kind of daily planning do you 
personally engage in? 

Ask for examples. 

Debrief question: List some examples of 
effective planning that you have seen. 

Ask for examples. 
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Refer participants to page 9 in their workbook. 

Introduce How effectively do you use your time? 
by making the following points: 

- An important component of planning is 
effective time management. 

- By assessing your time management habits, you 
can develop a strategy for improving the way 
you manage your time. 
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Instruct participants to complete the assessment 
on page 9 of their workbook. 

Direct participants to read each statement and 
place a check in the box that describes how 
frequently they engage in each behavior. 

Direct participants to count the checks in each 
column and place the total in the box at the 
bottom of each column. 
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Refer participants to page 10. Tell them to enter 
the totals in the appropriate columns. Then 
multiply the total in each column by the 
appropriate number. 

Option: Post the formula on a flip chart to 
explain scoring and complete a sample 
calculation with the group: 

- Frequently   6     x  4  =      24       

 

- Occasionally   6     x  2  =      12       

 

- Seldom   2      x  0  =       0       

 
Refer participants to the scoring grid on the 
bottom of page 10. 

Ask:   

-  What is your reaction to your score? 

-  How many of you could improve your time 
management strategies? 

Ask for comments and reactions. 
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