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Time Management Principles


1. Identify "Best Time" for Studying: Everyone has high and low periods of attention and concentration. Are you a "morning person" or a "night person". Use your power times to study; use the down times for routines such as laundry and errands. 
2. Study Difficult Subjects First: When you are fresh, you can process information more quickly and save time as a result. 

3. Distribute your Learning Time: Study in shorter time blocks with short breaks between. This keeps you from getting fatigued and "wasting time." This type of studying is efficient because while you are taking a break, the brain is still processing the information. 

4. Make Sure the Surroundings are Conducive to Studying: This will allow you to reduce distractions which can "waste time." If there are times in your home when you know there will be noise and commotion, use that time for mindless tasks. 

5. Make Room for Entertainment and Relaxation: Going to school is only one part of your busy life. You need to have a social life, yet, you need to have a balance in your daily activities. 

6. Make Sure you Have Time to Sleep and Eat Properly: Sleep is often an activity (or lack of activity) that students use as their time management "bank." When they need a few extra hours for studying or socializing, they withdraw a few hours of sleep. Doing this makes the time they spend studying less effective because they will need a couple hours of clock time to get an hour of productive time. This is not a good way to manage yourself in relation to time. 

7. Try to Combine Activities: Use the "Twofer" concept. If you are spending time doing laundry, bring your psychology notes to study. If you are waiting in line, bring your biology flashcards to memorize. 

“Where Does Your Time Go?”– Time Management

Estimate the number of hours that you spend each week on the following activities:

ACTIVITY







HOURS PER WEEK

1. Attending class



2. 2.  Studying



3. 3.  Working



4. Sleeping



5. Travel time to/from work and school



6. Meals



7. Cleaning and laundry



8. Getting ready for the day



9. Family time



10. TV, telephone, and socializing



11. Leisure activities



12. Other



                                                                                      TOTAL:




Now subtract the total from 168, the number of hours in a week.  What is the result? 



This is the amount of “free” or “excess” time you have!  What changes could you make in your life based on this knowledge? (more study time? leisure reading? volunteer work? campus activities?) List at least one option below:

Do you have a problem completing assignments or projects in a timely manner?

How could a schedule of some sort help you?

“Where Should Your Time Go?” – Time Management

Identify the approximate number of hours that you should spend each week in the following activities.  On the next page, fill in your individual schedule.

	Approximate time necessary each week:
	Activity

	_____  Hours
	List all of your class hours first.



	_____  Hours
	Study.  Fill in two hours for each class hour.  Before and after the class are the prime times to study.



	_____  Hours
	Work.  If it is necessary that you have a job, what is the minimal amount of hours that you could work and still take the class load that your would like to have.  Remember, full-time work and full-time classes is like working two full-time jobs!



	_____  Hours
	Sleep.  The average person needs around 8 hours of sleep per night.



	_____  Hours
	Travel.  How long does it take you to commute back and forth to school and work?



	_____  Hours
	Meals.  Remember to consider the time it takes to not only eat but to prepare your meals also.



	_____  Hours
	Cleaning and Laundry.



	_____  Hours
	Getting Ready for the Day.  Consider the time that it takes you to get ready in the morning and at night before bed.



	_____  Hours
	Family Time.



	_____  Hours
	TV, Telephone, and Socializing.



	_____  Hours
	Leisure Activities.



	_____  Hours
	Other.




How I Spend My Time
	
	Sun
	Mon
	Tue
	Wed
	Thurs
	Fri
	Sat

	6:00 AM
	
	
	
	
	
	
	

	7:00 AM
	
	
	
	
	
	
	

	8:00 AM
	
	
	
	
	
	
	

	9:00 AM
	
	
	
	
	
	
	

	10:00 AM
	
	
	
	
	
	
	

	11:00 AM
	
	
	
	
	
	
	

	Noon
	
	
	
	
	
	
	

	1:00 PM
	
	
	
	
	
	
	

	2:00 PM
	
	
	
	
	
	
	

	3:00 PM
	
	
	
	
	
	
	

	4:00 PM
	
	
	
	
	
	
	

	5:00 PM
	
	
	
	
	
	
	

	6:00 PM
	
	
	
	
	
	
	

	7:00 PM
	
	
	
	
	
	
	

	8:00 PM
	
	
	
	
	
	
	

	9:00 PM
	
	
	
	
	
	
	

	10:00 PM
	
	
	
	
	
	
	

	11:00 PM
	
	
	
	
	
	
	

	Midnight
	
	
	
	
	
	
	


Examples:  Work, study, travel, visit with friends, watch TV, veg, sleep, party etc.






