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Tips on Time Management

Welcome to university!  Between studying, socializing and maybe working or volunteering, you’ve probably never been busier.  To add to that, unlike high school, university requires that students spend much more time studying outside of class.  In fact, the recommended ratio is one to two hours of study time for every hour in class!  Keeping up with your assigned work is crucial, because once it piles up and you get too far behind, it’s almost impossible to catch up.  In fact, unsuccessful students pinpoint falling behind as the largest factor contributing to their failure.  How do you balance it all?  There's nothing magical about time management, it just takes planning -- and self-discipline until the behavioral changes become an everyday habit.  

Using Schedules to Stay on Top of It All

We recommend using schedules to give you a visual picture of how much work is building up.  This will help you spread out your workload, so you’ll be less likely to hit a crunch time at the end of the semester and have to pull all-nighters to get everything done. Three different types of schedules -- monthly, weekly and daily -- will help you stay on top of it all.  A bit of advice:  however you decide to schedule your time, be realistic.  It’s far better to schedule a two-hour study time and follow through than to set yourself up for failure by scheduling four hours and only doing one. 

1. Use a semester schedule.  The bigger, the better!   Be sure to write in all your assignments, quizzes, midterms, final exams, etc. as soon as you know the dates.  Post it on the wall in your study area and you’ll always be aware of what’s coming up, so you can plan how and where to spend your time.

2. Use a weekly schedule. This will provide a detailed picture of your week’s activities.  Start by filling in your “must do’s” - classes, study hours, work hours, and then leisure time.  Include time for errands and chores, and set aside time for fun.  Recognize that unexpected things will happen, so don’t schedule every hour.  Again, be realistic about what you can and cannot achieve in a given time.  Finally, recognize that you need some idle time for your physical and psychological health, and don't feel guilty if you are occasionally non-productive.  

3. Use a daily schedule and “to do” list. This will remind you of what you have to do each day.  Using your semester and weekly schedules as a guide, list what you need to accomplish today.  Prioritize each item on your list, labeling the most important items “A”, the less important ones “B”, and the “nice to do” items “C”.  Start working on your As so that you finish your most important tasks first, and then work through your Bs.  Accept that you may need to banish Cs -- and the guilt over not getting them done -- until higher priority tasks are completed.  If the Cs never seem to get done, ask yourself whether they belong on your list at all!

Top Ten Tips to Help You Become Time-Wise

1. Schedule regular study periods.  We can offer three reasons to give this a try.  First, it gets you into the habit of looking over your notes regularly, so that studying for a test is a quick review, not a monumental task.  Second, on a light homework day, you can devote more time to

reviewing and, again, your workload later in the semester will be lighter.  Third, if you tell friends and family members when your study times are, they will be more likely to respect that you’re not available during that time.  

2. Learn to say no and thin out your schedule.  Now that you are a student, you are probably going to have to reduce other commitments, at least temporarily.  Learn to say "No!" to others:  you have the right and you owe it to yourself to do so.  (See the Kwantlen handout “An Introduction to Assertiveness”.)  Avoid answering the phone or the door when you're studying, and leave the house to study if you have to.

3. Use your class time well.  Attend:  there’s no real substitute for being there.  When it’s time to study for a test, you’ll remember more, so your study time will be shorter.  Listen:  the more you absorb in class, the less you will have to relearn on your own later.  Take quality notes:  studying for tests and exams will be easier and quicker.

4. Start projects as soon as they are assigned.  Many students have the best of intentions, but few ever follow through on this concept.  The most common reason for getting a poor grade on a paper is leaving it until the day before it’s due.  A little work on a report every week will allow you time to add quality to your work.

5. Divide each task into small, manageable chunks.  When schoolwork piles up, it’s often hard to know where to start.  If you can break each task into smaller parts, the work won’t seem as overwhelming.  It’s important to actually write the steps down.  Once you’ve done this, you can use small chunks of time effectively.  Study on the bus, on breaks during class, or during the spin cycle at the laundromat.

6. Use your best time well.  Be aware of your daily biological rhythms and work with them, not against them.  Some people are “morning” people, so they should do as much work as possible early in the day.  Nighthawks are better to save their work until the evening, when they are most effective.

7. Study on campus.  If you head to the library, you are less likely to become sidetracked by temptations and obligations.

8. Turn off the television.  Did you know the average Canadian watches three hours of television per day?  Avoid its seductive power:  don’t even turn it on until you’ve finished studying.  Tape your favourite shows and reward yourself with an hour of quality tv when you’ve finished studying for the day. 

9. Consolidate tasks.  Return phone calls during a specific time period rather than responding each time it rings.  Combine errands into one trip.  Fold laundry while talking on the phone.

10. Stop studying. We know, it sounds strange!  But, some students get carried away with trying to do too much.  Make sure that your studies don’t take over your whole life.  It’s important to balance a variety of leisure and other activities with university work.

And Finally…

If you find that these tips don’t help much, you may need a bit more help or a different approach.  Consider talking to a Kwantlen Counsellor, or attending a Success Skills Workshop on time management, and in the mean time, see the Kwantlen handout “Tips on Managing Procrastination”.
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