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Main Points

I.
Time management is a means of controlling and organizing your schedule for maximum efficiency through careful planning of your class schedule.

II.
Avoiding procrastination involves motivation, goals, and getting projects started.  

III.
Prime study time is the time of day when you are at your best for learning and remembering.  You protect it by eliminating physical and mental distractions.  You maximize it by managing the surroundings in which you choose to study.

IV.
Management of a semester is achieved by keeping a semester calendar of events and important deadlines.

V.
Weekly time management involves using a weekly plan and daily “To Do” list.  

The Semester Calendar

A semester calendar provides an overview of the semester.  Fill in all significant events and due dates (papers, exams, presentations, meetings, etc…).  Filling in this information will give you a sense of when the “crunch” times are likely to occur, allowing you to plan ahead.  It will also ensure that you know when papers are due, the dates of exams, and when major projects are due.

Steps for creating a semester calendar:

1. Collect all your course syllabi.

2. Using your course syllabi, fill in all your exams, papers, short essays, presentations, quizzes, and due dates for other important projects.

3. Identify your own deadlines for work to be completed.  For example, if you have a paper due on May 1, set a deadline of April 24th for completing the rough draft.  Also, identify the dates you will begin the research and when you will begin work on your first draft.  Write in these deadlines to make sure that you stick to them!

Constructing a Weekly Calendar

1. List all fixed commitments first.  Examples include classes, meals, meetings, work hours, SI sessions or tutoring.  Allow for a realistic time for each activity.  Most people tend to underestimate how much time a particular activity / assignment will take.  A good rule of thumb is to estimate how much time you realistically think something will take and then double it. 

2. Study as soon after a lecture class as possible.  One hour spent soon after class will provide as much benefit as several hours studying a few days later.  Always set aside a few minutes before each class to review your notes, and after each class to correct and add to your notes.

3. Schedule time for studying.   Academically successful students typically study 2-3 hours for every hour they spend in class.  While this will vary according to your level of expertise, scheduling adequate study time each week during the semester will help you avoid minimally productive marathon study sessions.  On-going study reviews should be cumulative, covering briefly all the work done thus far in the semester.   

4. Use odd hours during the day for studying.  Identify blocks of free time and time spent waiting.  Scattered 1-2 hour free periods between classes are easily wasted.  Planning and establishing habits for using them for studying will result in free time for recreation at other times during the week.

5. Study at a regular time and in a regular place.  Knowing what you are going to study and when saves a lot of time in making decisions and retracing your steps to get necessary materials.   Avoid generalizations in your schedule such as “study.”  Commit yourself more definitely to “study history notes” or “read biology chapter” at specific times each week.

6. Look for ways to group activities and schedule these in blocks of free time. 

7. Plan to complete activities before the due date, to allow for unexpected delays.

8. Schedule regular breaks.  Yes, you get to have fun!  

9. Pay attention to your time.  Notice how others misuse your time, and avoid them or ask to see them later.  Try to agree with living mates about study time.

10. Learn to say NO.  Decide if you need to drop one or more of your activities or classes.  This will depend on your personal goals, priorities and level of energy.  
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