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Top 10 Tips for Successful Time Management

1. For every hour you spend in class, spend two hours studying outside of class.

This is the accepted general rule, but you must adjust it to fit your situation.  Complicated assignments and difficult courses may require more time.

2. Design a weekly schedule to follow all term, plus a master calendar covering each month.

The best way to make good time management a habit is to study at regular times.  Use the schedule on the back of this page to chart your classes, your obligations, and your study sessions.  Then, use a regular monthly calendar to consolidate all of your syllabi due dates, tests, and assignments for each class.  Use different pens to color code subjects.  

3. Short study sessions are more effective.

Avoid marathon study sessions.  Three two-hour sessions are more productive than one six-hour session.

4. Be aware of your best time of day.

Many people learn best in the morning, while others prefer afternoon or evening.  Try to determine the best possible time for you to study.  Work with your body, not against it.

5. Study the most difficult subjects first.  Also, avoid studying similar subjects back to back.

Difficult subjects usually require the most creative energy and thought, so you should tackle them when you’re fresh.  Also, studying a similar subject like sociology right after psychology may cause confusion about which concept belongs to which field.

6. Use a regular study area exclusively for studying.

This may not seem like a time management issue, but study time is at a premium.  You can’t afford to waste it by searching for a quiet place or contending with interruptions.  When you reach your regular area, your body will automatically sense that it is time to study, and you will be able to focus more quickly.  

7. Schedule your classes carefully to take advantage of down-time.

Avoid prolonged blocks of time spent in class.  Instead, sandwich areas of free time between classes.  Use these breaks to study, review, and refresh. (See #8)

8. Make use of the time right before and right after class.

While waiting for your instructor, review your notes from the previous class and go over the textbook reading once more.  After class, review your notes as soon as possible to fill in gaps in information and reinforce concepts.  Always review your notes daily.

9. Get help early, when you need it.  Don’t wait until the last minute.  

10. Visit the Student Support Services Office to get more information on Learning Styles, test taking, reading, and note taking.
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Monthly Planner
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