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Marking Criteria:
 We expect the learners to write minimum one well-expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well-expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1. 
I. 

The relationship between time management and the effective performance of individuals in an organisation is very tight. If someone fails to manage her/his time properly in every case would cause stress, which is good in a little quantity, because hormones will help to manage crisis and to decide important questions. If the stress is overwhelming people it will cause poor performance in physical and in a mental sense: behavioural changes, health problems, emotional or thinking problems, social changes. It is essential to work with scheduled meetings, tasks (important or urgent tasks), everyday life: eating and sleeping well, exercising regularly, family time, church, volunteering activities in order to be balanced with our own body. Following these guidelines will help to react crisis and correct decisions.Tight schedule will cause stress also, we need regeneration as every live human organ.

II. 

[bookmark: _GoBack]To resolve conflicts it is important to have a clear understanding of roles and procedures, minimising daily stress level: rotating workers from high-stress to lower stress functions, reducing noise level, prepare possible conflicts and crisis: establish a planning team, prevention and preparation: to provide trainings, techniques, creating evacuation plan and practice these drills, analyze capabilities and hazards, develop the plan, implement the plan in case of an emergency or conflicts, business/personal recovery: time off for workers, develop protocols.


Conflict managing process

III. 

Problem-solving is important for managers because problems are always occurring during the business hours even in free time. Every people have to acquire the essential problem-solving skills in order to solve situations correctly and in time. If managers are not dealing with problems or not acting properly it will cause a negative effect on business: safety, financial, personal, performance or health conflicts. The process of the problem solving is: evaluate the problem, gather information, break into parts, identify the solution, select the best solution, take action, examine the results, test and review the solution’s success.

IV. 

Good diary management always supports effective time management, because of the schedule’s main principle to goal achievement in all aspects of life. We can prioritise business and personal needs if we see how important they are, and how much time needed in order to do these tasks. Mismanagement or ignoring the time management means more time spent doing one thing and interrupting by another one, and this will lead to stress and then performance declining in every aspect of life.

V. 

We know if we are stressed if:
· our activity level is increased or decreased
· we need substances to use
· we have difficulties in communicating or listening
· we are irritable, or anger, anxious, depressive
· we are unable to rest or relax
· our job performance declining
· we perceive health problems: headaches, pains, chronic fatigue
· we have memory problems or confusions
· we have social problems: isolation, blaming, difficulty in giving or accepting support or help
· we are unable to experience pleasure or having fun

VI. 

The effective measures to control stress in the workplace is to set the right tone with workers, hold regular staff meetings to plan, solve, recognize problems and accomplishments, promote staff cohesiveness, clear communication, resolve conflicts early and quickly, prepare workers with trainings, mentoring, acknowledge that work is often stressful and this means better handling any conflicts or problems, promote great atmosphere. It is vital to self-monitoring signs of stress if need a corrective action or to limit the impact of a stressful situation. We need to set task priority levels as well ( weekly schedule ).
In free time we can use a personal schedule also for planning sports activities, family time in order to have a balanced lifestyle.

2. 

Good diary management will help to solve time management and by this, it is a stress-reductive activity. If we know where do we have to go and when and for why we will be confident and not worried about the details. Preparing for situations and for the whole day is essential also, we will feel the balanced life if we know what do we expect during the day. Of course, we will have unplanned situations, but this can be handled by the positive stress, which will occur when we are in harmony.

Case Study:

i. 
Alison did not use a schedule/ a diary for activities and have-to-dos. She did not try to study when anybody can disturb her. She had to prioritise softball game and celebration versus studying and then relaxing or sleeping well and enough.
Alison could leave out the Sunday church going, or perhaps family visiting also. She did not use her alarm clock to wake up in time. She did not have breakfast because of her late waking up.

ii. 
Five strategies could be used:
· preparing a daily schedule
· making decisions according to this schedule and prioritise activities during study time
· relaxing and sleeping well and enough
· having breakfast and every meal have to contain healthy ingredients
· preparing her study on Friday for the weekend including having the notes
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Planning steps


Analyse, manage conflict


Immersion in the activity


Reviewing experiences


Drawing conclusions
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