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	You must be able to: 

	1 Know how time is spent

	1.1 Record number of hours spent over a three-day period on the following activities:
a) Sleeping
b) Eating
c) Working
d) Studying
e) Socialising
	
	
	

	1.2 Identify activities for each of the following uses of time:
a) Productive time
b) Maintenance time
c) Leisure time
	
	
	

	2 Know about time management skills

	2.1 Outline what is meant by time management
	
	
	

	2.2 Identify time management skills for use of time for priorities in daily life
	
	
	

	3 Know how to use time management as a way of reducing stress

	3.1 Identify physical symptoms of stress
	
	
	

	3.2 Identify emotional reactions to stress
	
	
	

	3.3 Identify ways people suffering from stress might behave
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	3.4 Identify how time management can help reduce stress
	
	
	

	3.5 Outline a time plan that will avoid stressful schedules
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