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TIME MANAGEMENT:

“You will never ‘find’ time for anything. 
If you want time, you must make it.”

~ Charles Buxton ~

Highly Productive People



High School vs. Traditional College 

• In class about 35 hours each week
• Some class time for homework
• Schedule is constructed by others
• Short lectures duplicate reading 

assignments

• In class about 15 hours each week
• Little class time for homework
• Student sets own schedule
• Extended lectures supplement

outside/readings/assignments

High School College



Numerous Distractions

• Friends
• Roommates
• Neighbors
• Fitness/Health
• Leisure activities
• Hobbies
• Television/Entertainment
• Children
• Others?



How Do You Spend Your 24 Hours?
• Take a few minutes to create your 

own pie chart

• Think about all of the different 
activities: classes, studying, 
sleeping, fitness, work, family, 
personal care, eating, 
transportation, relaxation/hobbies, 
socializing/entertainment, other…

• There isn’t a lot of “wiggle room” 
in your schedule, is there?

Classes
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Sleeping
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Work/Internship

Family commitments

Personal care/Grooming

Meal
Preparation/Eating/Clean-
up
Transportation

Relaxing/TV/Hobbies
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Create a Plan
• Studies show students experience lower stress levels when there is 

a consistent routine
• A few minutes of planning each week can make a real difference in 

how your study time is organized and spent
• Create a master syllabus within the first week of class



Work Long-Range and Move to Short-Range

1. Make master term syllabus 
2. Create a weekly plan
3. Prepare a daily “to-do” list

Session/Semester Weekly Daily



Now Let’s Plan for 
the Entire Session!
• Master syllabus

• Helps to not “forget” 
about assignments

• Color-coding can be 
helpful

• Highlight when 
assignments are 
completed
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Weekly To-Do List
• First, block off all FIXED 

COMMITMENTS 
• Sleep

• Eat

• Class

• Practice

• Next, highlight available 
STUDY TIMES

• Keep studying to 45-60 
minute chunks of time

• Finally, add in “extra” 
tasks

• Hobbies

• Entertainment

• Check the box when 
everything has been  
completed

Class Class Class

Class Class Class

Class Class Class

Lunch Lunch Lunch

Supper Supper Supper Supper

Get Ready Get Ready Get Ready Get Ready

STUDY - Math STUDY - Biology STUDY - Math STUDY - Biology

STUDY - Biology STUDY - Math

STUDY – WellStr

ExerciseExercise
Brooklyn 99

STUDY – WellStr

STUDY - Biology

STUDY - Math

Strat/Succ. WS

The Voice
Call Parents

Lunch

Call Friends

Wondering approximately how long it will take you to complete a reading
assignment? Time yourself reading 10 pages in each of your textbooks. Some
books will take more time to read than others. You may want to make a note to
yourself regarding the time it takes you to read 10 pages in each textbook.



Evaluate Yourself After Week #1
• How much time did you spend studying?
• Were there any tasks you didn’t complete? 

• How much additional time did you need?

• Were there any tasks that you hurried through and didn’t complete 
to the best of your abilities?

• Make adjustments for the following week! 



Example of Weekly 
To-Do List

Attend all of my classes
Participate in class discussions

Find a study partner for each class

Read Chapters 1-2 for Biology
Read Chapters 3 for Biology

Read Chapters 4 for Biology
Study for Biology Quiz
Write English Essay
Read Chapters 1-2 for English
Exercises 1 and 2 for Wellness


