ORPE HUMAN RIGHTS ADVOCATES

TIME MANAGEMENT TRAINING MANUAL

Empowering Leaders to Master Time, Purpose, and Productivity

I. PROGRAM OVERVIEW
Program Summary

The Time Management Training Program equips participants with the principles, disciplines, and strategies to manage theirtime
effectively, align it with purpose, and achieve sustainable personal and professional productivity. Grounded in leadership values
and moral responsibility, it empowers participants to transform time from pressure into purpose.

Program Duration
¢ Recommended length: 3-5 days (or 6-8 sessions)
¢ Format: Interactive workshop or online course
e Target Audience:
o Emerging and established leaders
o Community organizers
o Professionals and entrepreneurs

o Students and faith-based leadership groups

Il. TRAINING GOALS AND OBJECTIVES

Overall Goal
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To enable participants to manage their time strategically, prioritize purpose-driven tasks, and cultivate balance between

productivity and well-being.
Specific Objectives

Participants will:

1. Understand the foundational doctrines and ethics of time management.

2. Learnto identify and prioritize high-impact goals.

3. Develop effective planning, scheduling, and delegation systems.

4. Mastertechniques for focus, flow, and eliminating distractions.

5. Practice balance and renewal to sustain long-term performance.

6. Evaluate and continuously improve their time usage through reflection and accountability.

l1l. THEORY OF CHANGE

If

Then

Because

Participants learn time management
doctrines and strategies

They will use time purposefully and
productively

They understand time as a moral,
strategic, and spiritual resource

They integrate prioritization, focus, and
discipline in daily life

Their productivity and leadership
effectiveness will increase

Consistent application creates lasting
habits

They practice renewal and reflection

They will experience holistic well-being

Balance prevents burnout and fosters
creativity
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IV. LOGIC MODEL

Inputs Activities Outputs Short-Term Outcomes |[Long-Term Impacts
) ) Workshops, simulations, o Improved focus, better |Leaders who manage time
Trainers, curriculum, ) ] Participant ] ]
. personal time audits, . scheduling, reduced as a moral and leadership
workbooks, digital tools ) action plans
mentoring stress asset
. . : Workshop . - . .
Participant engagement ||Group discussions, goal- ts ti Higher productivity and [Community transformation
reports, time T . :
and peer accountability ||setting, journaling l g self-discipline through effective leadership
ogs

V. TRAINING MODULES STRUCTURE

Module 1: The Stewardship of Time

Objective: Understand time as a divine and moral trust.
Content:

e Definition and value of time
e The moral duty of time stewardship

¢ Biblical, ethical, and leadership perspectives
Activities:

¢ “Time Reflection Journal” — write how you used your last 24 hours

e Group discussion: How do leaders waste or multiply time?
Evaluation: Personal time stewardship pledge



Module 2: The Doctrine of Prioritization

Objective: Learn to focus on what matters most.
Content:

Urgent vs. Important Matrix
Pareto Principle (80/20 Rule)

Aligning tasks with goals
Activities:

Time Sorting Exercise (group task sorting)

Priority Pyramid creation
Evaluation: Completion of a “Weekly Priority Map”

Module 3: The Doctrine of Goal Orientation

Objective: Develop clear, measurable, purpose-driven goals.

Content:

SMART goals
Vision alignment

Long-term vs. short-term planning
Activities:

Personal Vision to Goals workshop
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e SMART Goal Worksheet
Evaluation: Presentation of a “Personal Strategic Goal Map”

Module 4: The Doctrine of Planning and Scheduling

Objective: Transform plans into daily actionable systems.
Content:

¢ Time-blocking
e Task batching and calendar mastery

o Tools: digital calendars, planners, Trello/Notion basics
Activities:

o Create a 7-day time-block schedule

e Simulation: Managing a leader’s day under pressure
Evaluation: Submission of a personal or work-based time plan

Module 5: The Doctrine of Discipline and Consistency

Objective: Build time-based habits for sustained productivity.
Content:

¢ Habit formation and accountability
¢ Morning and evening routines

¢ Power of consistency over intensity
Activities:
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e 21-Day Habit Tracker introduction

¢ Peer accountability groups
Evaluation: Reflection on habit development progress

Module 6: The Doctrine of Focus and Flow

Objective: Cultivate concentration and eliminate distractions.
Content:

e Deep Workvs. Shallow Work
e Environment design for focus

e Flow theory (Mihaly Csikszentmihalyi)
Activities:

e “Focus Challenge” (25 minutes of deep work)

¢ |dentify personal distraction triggers
Evaluation: Daily focus score self-assessment

Module 7: The Doctrine of Delegation and Collaboration

Objective: Learn to expand productivity through teamwork.
Content:

e Principles of effective delegation

¢ Time and leadership through others



e Empowerment models
Activities:

¢ Role-play: Delegation conversation

e Taskdistribution game
Evaluation: Group reflection on collaboration effectiveness

Module 8: The Doctrine of Balance and Renewal

Objective: Integrate rest, reflection, and recovery for longevity.
Content:

e The Sabbath principle of rest
e Stress and burnout management

o Life balance wheel assessment
Activities:

e Personal Balance Wheel exercise

e “Renewal Day” scheduling
Evaluation: Submission of a balanced weekly calendar

Module 9: The Doctrine of Accountability and Evaluation

Objective: Sustain long-term improvement through monitoring.
Content:

o Time audits
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o Reflection and feedback systems

e Continuous improvement (Kaizen)

Activities:

¢ Weekly review journaling

¢ Time Efficiency Scorecard
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Evaluation: Final time management self-assessment and commitment statement

VI. TOOLS AND RESOURCES

e Time Audit Sheet

e Priority Matrix Template

e Goal-Setting Workbook

e Weekly Planner Template

e 21-Day Habit Tracker

o Reflection Journal

¢ Accountability Partner Guide

VII. MONITORING & EVALUATION (M&E) FRAMEWORK

Indicator

Measurement Tool

Frequency

Responsibility

Attendance and engagement

Attendance sheets

Daily

Trainer
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Indicator Measurement Tool Frequency Responsibility
Completion of time tools Worksheets and templates||Weekly Participants
Behavioral change Self-assessment surveys ||[End of training Facilitator
Application of doctrines Follow-up interviews 1-3 months post-training||Program coordinator

VIil. SUSTAINABILITY PLAN
o Peer accountability groups continue post-training for mutual growth.
e Quarterly reflection meetings reinforce consistency.
o Digital community platform for ongoing support, mentoring, and sharing success stories.

¢ Annual “Time Mastery Award” recognizes outstanding application of doctrines in leadership.

IX. ASSUMPTIONS
e Participants value moral and leadership responsibility.
¢« Organizational leadership supports culture change.

e Trainers model integrity and time stewardship.

X. CONCLUSION

Time is not merely a resource — it is a sacred trust, a leadership instrument, and a tool for personal transformation.
Mastering time means mastering purpose.
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By applying these doctrines, participants learn not only to manage time, but to redeem it for the highest purpose — growth,
service, and impact.
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