Name ________________________ Period ____

HABIT 3
The 7 Habits of Highly Effective Teenagers

Key Concept
Prioritize and manage your time—don’t let roadblocks knock you off course.

Key Words
Big Rocks
Comfort Zone
Courage Zone
Little Rocks
Procrastinator
Prioritizer
Slacker
Success
Yes-Man
Will Power
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[image: ]HABIT 3 —Put First Things First
HABIT 3 is all about learning to prioritize and manage your time, so your first things come first, not last. Putting first things first can also help you learn to overcome your fears and be strong during hard moments.
Directions: Read the chapter on Habit 3. Complete the packet. Your grade will be based on completion up to 100 points.

Define the Terms Activity:
Define the following terms. Provide an example for each of when you might have exhibited that behavior.

· Procrastinator: ___________________________________________________________
Example: _______________________________________________________________
· Prioritizer: _______________________________________________________________
Example: _______________________________________________________________
· Yes-Man: _______________________________________________________________
Example: _______________________________________________________________
· Slacker: _________________________________________________________________
Example: _______________________________________________________________

Prioritizer Activity:
	
	Call your grandma; it’s her birthday today

	
	Watch a TV show

	
	Work on a project that is due next week

	
	Babysit your little sister after school

	
	Go to a movie with a friend

	
	Play video games

	
	Do homework for tomorrow

	
	Practice for rehearsal on Friday


A prioritizer is a leadership tool that helps you organize your time. Look at the list below. Use the Prioritizer to put a(n):
A next to the most important things
B next to the things that are important, but not urgent
C next to the things that you could do if you had time.

There’s a lot to fit into a day, isn’t there? The good news is, when you prioritize your day, you are able to get a lot more done and still have fun. Sometimes you have to say no to things, but in the end it is worth it. Is there anything on the list above that you might say no to?
____________________________________________________________________________________________________________________________________________________________
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Time Quadrant Activity:   Label each square of the time quadrant with the name of the time manager (proctrastinator, prioritizer,  yes - man, slacker).  Review your appointment schedule activity to see how  you spent your  time  yesterday. Write each activity in the corresponding quadrant.        

IMPORTANT  Urgent  Not Urgent  

①              ②  

NOT IMPORTANT  ③  ④  

      What are the results of spending too much time in Quadrant 1?   _____________________________________________________________________________   What the results of spending too much time in Quadrant 2?   _____________________________________________________________________________   What are the results of spending too much  time in Quadrant 3?   _____________________________________________________________________________   What are the results of spending too much time in Quadrant 4?   _____________________________________________________________________________      


Microsoft_Word_Document1.docx
Time Quadrant Activity:

Label each square of the time quadrant with the name of the time manager (proctrastinator, prioritizer, yes-man, slacker). Review your appointment schedule activity to see how you spent your time yesterday. Write each activity in the corresponding quadrant.







		IMPORTANT

		Urgent

		Not Urgent



		

		①













		②



		NOT IMPORTANT

		③

		④











What are the results of spending too much time in Quadrant 1?

_____________________________________________________________________________

What the results of spending too much time in Quadrant 2?

_____________________________________________________________________________

What are the results of spending too much time in Quadrant 3?

_____________________________________________________________________________

What are the results of spending too much time in Quadrant 4?

_____________________________________________________________________________




Plan Weekly Activity:

To put First Things First, you need to know what is most important to you. These are your “Big Rocks.” When starting your day, you should plan time for your big rocks first.

[image: ]

Watch the Video on “Big Rocks” at https://www.youtube.com/watch?v=fmV0gXpXwDU

As you are watching the video, start thinking about what your Big Rocks are.



Take a few minutes at the beginning of the week to plan your week and see what a difference it can make. Follow this three-step weekly planning process:

· Step 1 – Identify your Big Rocks – What are the most important things I need to do this week?

· Step 2 – Block out time for your Big Rocks first

· Step 3 – Schedule Everything Else – schedule all your others to-do and daily tasks – use the Weekly Planner at the end of this lesson to schedule your week.



Big Rocks vs. Little Rocks Activity:

[image: ]Draw a line to the things that are big rocks and to those that are little rocks.



List two strategies you can use to focus on your big rocks.



___________________________________

___________________________________

___________________________________

___________________________________






Big Rocks Activity:

Write each of the important things in your life on a rock (family, friends, school, sports, etc.) Then, decide which of your big rocks should be put in the jar (imagine the jar is your day) to fill up the jar. You can only fit 5 Big Rocks in the jar.
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[image: ]Comfort Zone and Courage Zone Activity:

Your comfort zone represents things you are familiar with—regular haunts, friends you are at ease with, activities you love doing. It is risk free. It is easy. Within these boundaries you feel safe and secure.



Your courage zone is adventure, risk, and challenge—everything that makes you feel challenged and uncomfortable. Things like making new friends, speaking before an audience, or sticking up for your values. In this territory waits uncertainty, pressure, change, and possibly failure, but it’s also the place for opportunity and the chance to reach your full potential.

In the diagram below, list 3 activities that are in your comfort zone and 4 activities you would like to try in your courage zone.
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Moving Out of Your Comfort Zone Activity:

List 3 things that will happen when you step out of your comfort zone:

1.  _______________________________________________

2.  _______________________________________________

3.  _______________________________________________




[image: ]5-Day Challenge Reflection Page:

I expanded my comfort zone over the past 5 days. I tried 3 new activities I would not have tried before. The activities I tried were:

1. ________________________________________

2.  ________________________________________

3.  ________________________________________



I felt that ____________________________ was the most helpful activity, and ____________________ was the least helpful activity.



As a result, I have learned that

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________



In the future, I will try to expand my comfort zone by

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________
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Your BIG ROCKS are your
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Plan Weekly Activity:   To put First Things First, you need to know what is most important to you. These are your “Big  Rocks.” When starting your day, you should plan time for your big rocks first.     Watch the Video on “Big Rocks” at  https://www.youtube.com/watch?v=fmV0gXpXwDU   As you are watching the video, start thinking about what your Big  Rocks are .     Take a few minutes at the beginning of t he week to plan your week  and see what a difference it can make. Follow this three - step weekly  planning process:     Step 1  –   Identify your Big Rocks  –   What are the most important  things I need to do this week?     Step 2  –   Block out time for your Big Rocks first     Step 3  –   Schedule Everything Else  –   schedule all your others to - do  and daily tasks   –   use the Weekly Planner at the end of this lesson  to schedule your  week.     Big Rocks vs. Little Rocks Activity:   Draw a line to the things that are big rocks and to  those  that are little rocks.     List two strategies you can use to focus on your  big rocks.     ___________________________________   ___________________________________   ___________________________________   ___________________________________      
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Plan Weekly Activity:

To put First Things First, you need to know what is most important to you. These are your “Big Rocks.” When starting your day, you should plan time for your big rocks first.

[image: ]

Watch the Video on “Big Rocks” at https://www.youtube.com/watch?v=fmV0gXpXwDU

As you are watching the video, start thinking about what your Big Rocks are.



Take a few minutes at the beginning of the week to plan your week and see what a difference it can make. Follow this three-step weekly planning process:

· Step 1 – Identify your Big Rocks – What are the most important things I need to do this week?

· Step 2 – Block out time for your Big Rocks first

· Step 3 – Schedule Everything Else – schedule all your others to-do and daily tasks – use the Weekly Planner at the end of this lesson to schedule your week.



Big Rocks vs. Little Rocks Activity:

[image: ]Draw a line to the things that are big rocks and to those that are little rocks.



List two strategies you can use to focus on your big rocks.



___________________________________

___________________________________

___________________________________

___________________________________






Big Rocks Activity:

Write each of the important things in your life on a rock (family, friends, school, sports, etc.) Then, decide which of your big rocks should be put in the jar (imagine the jar is your day) to fill up the jar. You can only fit 5 Big Rocks in the jar.
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[image: ]Comfort Zone and Courage Zone Activity:

Your comfort zone represents things you are familiar with—regular haunts, friends you are at ease with, activities you love doing. It is risk free. It is easy. Within these boundaries you feel safe and secure.



Your courage zone is adventure, risk, and challenge—everything that makes you feel challenged and uncomfortable. Things like making new friends, speaking before an audience, or sticking up for your values. In this territory waits uncertainty, pressure, change, and possibly failure, but it’s also the place for opportunity and the chance to reach your full potential.

In the diagram below, list 3 activities that are in your comfort zone and 4 activities you would like to try in your courage zone.
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Moving Out of Your Comfort Zone Activity:

List 3 things that will happen when you step out of your comfort zone:

1.  _______________________________________________

2.  _______________________________________________

3.  _______________________________________________




[image: ]5-Day Challenge Reflection Page:

I expanded my comfort zone over the past 5 days. I tried 3 new activities I would not have tried before. The activities I tried were:

1. ________________________________________

2.  ________________________________________

3.  ________________________________________



I felt that ____________________________ was the most helpful activity, and ____________________ was the least helpful activity.



As a result, I have learned that

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________



In the future, I will try to expand my comfort zone by

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________
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Big Rocks Activity:   Write each of the important things in your life on a rock (family, friends, school, sports, etc.)   Then, decide which of your big rocks should be put in the jar (imagine the jar is your day) to fill  up the jar. You can only fit 5 Big Rocks in the jar.                                              
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Big Rocks Activity:

Write each of the important things in your life on a rock (family, friends, school, sports, etc.) Then, decide which of your big rocks should be put in the jar (imagine the jar is your day) to fill up the jar. You can only fit 5 Big Rocks in the jar.
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[image: ]Comfort Zone and Courage Zone Activity:

Your comfort zone represents things you are familiar with—regular haunts, friends you are at ease with, activities you love doing. It is risk free. It is easy. Within these boundaries you feel safe and secure.



Your courage zone is adventure, risk, and challenge—everything that makes you feel challenged and uncomfortable. Things like making new friends, speaking before an audience, or sticking up for your values. In this territory waits uncertainty, pressure, change, and possibly failure, but it’s also the place for opportunity and the chance to reach your full potential.

In the diagram below, list 3 activities that are in your comfort zone and 4 activities you would like to try in your courage zone.
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Moving Out of Your Comfort Zone Activity:

List 3 things that will happen when you step out of your comfort zone:

1.  _______________________________________________

2.  _______________________________________________

3.  _______________________________________________




[image: ]5-Day Challenge Reflection Page:

I expanded my comfort zone over the past 5 days. I tried 3 new activities I would not have tried before. The activities I tried were:

1. ________________________________________

2.  ________________________________________

3.  ________________________________________



I felt that ____________________________ was the most helpful activity, and ____________________ was the least helpful activity.



As a result, I have learned that

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________



In the future, I will try to expand my comfort zone by

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________
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Comfort Zone and Courage Zone Activity:   Your comfort zone represents things you are familiar with — regular haunts,  friends you are at ease with, activities you love doing. It is risk free. It is easy.  Within these  boundaries you feel safe and secure.     Your courage zone is adventure, risk, and challenge — everything that makes you feel challenged  and uncomfortable. Things like making new friends, speaking before an audience, or sticking up  for your values. In this terr itory waits uncertainty, pressure, change, and possibly failure, but it’s  also the place for opportunity and the chance to reach your full potential.   In the diagram below, list 3 activities that are in your comfort zone and 4 activities you would  like to t ry in your courage zone.                             Moving Out of Your Comfort Zone Activity:   List 3 things that will happen when you step out of your comfort zone:   1.  _______________________________________________   2.  _______________________________________________   3.  _______________________________________________      
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[image: ]Comfort Zone and Courage Zone Activity:

Your comfort zone represents things you are familiar with—regular haunts, friends you are at ease with, activities you love doing. It is risk free. It is easy. Within these boundaries you feel safe and secure.



Your courage zone is adventure, risk, and challenge—everything that makes you feel challenged and uncomfortable. Things like making new friends, speaking before an audience, or sticking up for your values. In this territory waits uncertainty, pressure, change, and possibly failure, but it’s also the place for opportunity and the chance to reach your full potential.

In the diagram below, list 3 activities that are in your comfort zone and 4 activities you would like to try in your courage zone.
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Moving Out of Your Comfort Zone Activity:

List 3 things that will happen when you step out of your comfort zone:

1.  _______________________________________________

2.  _______________________________________________

3.  _______________________________________________




[image: ]5-Day Challenge Reflection Page:

I expanded my comfort zone over the past 5 days. I tried 3 new activities I would not have tried before. The activities I tried were:

1. ________________________________________

2.  ________________________________________

3.  ________________________________________



I felt that ____________________________ was the most helpful activity, and ____________________ was the least helpful activity.



As a result, I have learned that

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________



In the future, I will try to expand my comfort zone by

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________
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  5 - Day Challenge Reflection Page:   I expanded my comfort zone over the past 5 days. I tried 3 new activities I  would not have tried before. The activities I tried were:   1. ________________________________________   2.   ________________________________________   3.  ________________________________________     I felt that ____________________________ was the most helpful activity, and  ____________________ was the least helpful activity.     As a result, I have learned that   ______ ___________________________________________________________   _________________________________________________________________   _________________________________________________________________   ________________________________________________________________ _     In the future, I will try to expand my comfort zone by   _________________________________________________________________   _________________________________________________________________   _________________________________________________________________      
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[image: ]5-Day Challenge Reflection Page:

I expanded my comfort zone over the past 5 days. I tried 3 new activities I would not have tried before. The activities I tried were:

1. ________________________________________

2.  ________________________________________

3.  ________________________________________



I felt that ____________________________ was the most helpful activity, and ____________________ was the least helpful activity.



As a result, I have learned that

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________



In the future, I will try to expand my comfort zone by

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________
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  Appointment Schedule Activity:   Where do you spend your time?  On the lines below,  write down how you spent your time yesterday .     What took up most of your time? School? Work?  Homework? Watching TV? Reading? Computer  Games?  Hanging Out?                                                     1. Did the things that filled up your day matter to you the most?   _________________________________________________________________________     2.  Where did you waste time?   _________________________________________________________________________     3. Where were you the most productive?   _________________________________________________________________________  
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Appointment Schedule Activity:

Where do you spend your time? On the lines below, write down how you spent your time yesterday.



What took up most of your time? School? Work? Homework? Watching TV? Reading? Computer Games? Hanging Out?



















































1. Did the things that filled up your day matter to you the most?

_________________________________________________________________________



2.  Where did you waste time?

_________________________________________________________________________



3. Where were you the most productive?

_________________________________________________________________________

Time Quadrant Activity:

Label each square of the time quadrant with the name of the time manager (proctrastinator, prioritizer, yes-man, slacker). Review your appointment schedule activity to see how you spent your time yesterday. Write each activity in the corresponding quadrant.







		IMPORTANT

		Urgent

		Not Urgent



		

		①













		②



		NOT IMPORTANT

		③

		④











What are the results of spending too much time in Quadrant 1?

_____________________________________________________________________________

What the results of spending too much time in Quadrant 2?

_____________________________________________________________________________

What are the results of spending too much time in Quadrant 3?

_____________________________________________________________________________

What are the results of spending too much time in Quadrant 4?

_____________________________________________________________________________




Plan Weekly Activity:

To put First Things First, you need to know what is most important to you. These are your “Big Rocks.” When starting your day, you should plan time for your big rocks first.

[image: ]

Watch the Video on “Big Rocks” at https://www.youtube.com/watch?v=fmV0gXpXwDU

As you are watching the video, start thinking about what your Big Rocks are.



Take a few minutes at the beginning of the week to plan your week and see what a difference it can make. Follow this three-step weekly planning process:

· Step 1 – Identify your Big Rocks – What are the most important things I need to do this week?

· Step 2 – Block out time for your Big Rocks first

· Step 3 – Schedule Everything Else – schedule all your others to-do and daily tasks – use the Weekly Planner at the end of this lesson to schedule your week.



Big Rocks vs. Little Rocks Activity:

[image: ]Draw a line to the things that are big rocks and to those that are little rocks.



List two strategies you can use to focus on your big rocks.



___________________________________

___________________________________

___________________________________

___________________________________






Big Rocks Activity:

Write each of the important things in your life on a rock (family, friends, school, sports, etc.) Then, decide which of your big rocks should be put in the jar (imagine the jar is your day) to fill up the jar. You can only fit 5 Big Rocks in the jar.
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[image: ]Comfort Zone and Courage Zone Activity:

Your comfort zone represents things you are familiar with—regular haunts, friends you are at ease with, activities you love doing. It is risk free. It is easy. Within these boundaries you feel safe and secure.



Your courage zone is adventure, risk, and challenge—everything that makes you feel challenged and uncomfortable. Things like making new friends, speaking before an audience, or sticking up for your values. In this territory waits uncertainty, pressure, change, and possibly failure, but it’s also the place for opportunity and the chance to reach your full potential.

In the diagram below, list 3 activities that are in your comfort zone and 4 activities you would like to try in your courage zone.
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Moving Out of Your Comfort Zone Activity:

List 3 things that will happen when you step out of your comfort zone:

1.  _______________________________________________

2.  _______________________________________________

3.  _______________________________________________




[image: ]5-Day Challenge Reflection Page:

I expanded my comfort zone over the past 5 days. I tried 3 new activities I would not have tried before. The activities I tried were:

1. ________________________________________

2.  ________________________________________

3.  ________________________________________



I felt that ____________________________ was the most helpful activity, and ____________________ was the least helpful activity.



As a result, I have learned that

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________



In the future, I will try to expand my comfort zone by

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________
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Your BIG ROCKS are your
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most important to you.

Your LITTLE ROCKS are
the things that get in the
way of being true to your
values—your big-rock
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