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There’s yet another big difference between high school and college. During your high school years, much of your life was regulated by others – particularly parents and the school environment. Your environment was probably very structured and you lived within that structure every day. Now, in college, the responsibility for time management has shifted from “others” to you. In another words, there is no “nag factor” – someone to constantly remind you of what you have to do and then nag you if you don’t take care of your own business. Like it or not, you are your own nag. So, embrace that role!

The first year of college can be a difficult transition by itself and if a student is going to drop out of college, that is most likely to happen in the first year. But the good news is that the faculty, staff and administrators of the Tools for Success program are here to help you thrive by helping you develop the most appropriate time management skills for you. 

For as long as the faculty of the Tools for Success program can, STEM students have ranked “developing time management skills” as one of THE most important things they learned when they entered college. So, here are some tips we hope you’ll consider applying to your own studies now because no one develops these skills overnight. It takes time. And you have less time than you think.

Ten Tips for More Effective Time Management

1. If you feel like you’re often or always rushing to complete tasks at the last minute, you will benefit from some type of time management system. If you accomplish tasks in a timely manner, a planner will help you become even more effective as a student learner. 

2. Do you need help with daily, weekly or monthly planning?

a. Daily – this requires the greatest commitment to changing how you operate because it requires a systematic change in how you manage your time. Acquiring a daily planner is an excellent investment because as you become better organized, you can become less exact in planning your day minute-by-minute. In this case, developing a routine is important because you use the discipline of the routine to help you become more productive and more creative. You won’t have to spend precious time and energy rushing around like a headless chicken. 

Using an appointment book says “ My time is valuable and I am serious about
using my precious time effectively.”
b. Weekly – you may simply need to reallocate time resources in order to schedule appointments and keep up with due dates for assignments. This can usually be done by purchasing a weekly calendar (desktop, pocket-sized, etc.) and noting the dates / times of key events.

i. We like to “work backwards”. If we know a project is due by a certain date, we

1. plan to finish it ahead of time, so that if there’s a delay, we’re still on target

2. spend some time at the start planning how much time we’ll need for the project and if it’s something we’ve never done before, we estimate 20% more time than I expect just to cover myself

3. mark our  calendars for check points in the project

a. outline due by____

b. first draft due by ____

c. etc.

c. Monthly – managing this block of time can be effectively done with a weekly planner or desktop blotter. Color code the key dates.

3. Now that you’ve purchased an appointment book, use it faithfully and monitor the results to fine-tune your scheduling.

a. Keep track of all your activities for at least a week to help identify potential time management issues

b. Use the periods between classes to review for the upcoming classes

c. Use your mass transit (Metrorail, Metrobus, etc) time to review class notes or give your brain a rest (with relaxing music on a Walkman / iPod)

4. Be realistic in knowing how much you can accomplish each day.
a. No one knows you better than you – you are an important resource for yourself. 

b. It’s better to have fewer doable goals than a long list that keeps getting pushed to “tomorrow”.

c. As you accomplish your day’s tasks, you can add more if you need to (just like gradually adding weights / repetitions to a workout). Feeling that you’ve accomplished what you need to for that day is a nice feeling of accomplishment to savor.

5. Pay close attention to your Course Calendars. 

a. Know when / if your professors change important dates and modify your planner accordingly. There’s nothing worse than missing dates for exams or having to rush as the last minute to complete assignments because you forgot to mark your planner.

b. For courses with regular reading, writing & / or homework assignments - after each class, mark your planner with homework, reading assignments and other tasks related to that class. Schedule time to complete those tasks by the next class (or designated time)

c. Work ahead whenever possible during free time to allow for last-minute emergencies

6. Color-coding activities with bright markers can help them stand out on a planner. Consider:

a. Yellow – appointments / meetings (include time and location)

b. Red – tests / quizzes / THE REALLY URGENT STUFF!

c. Hot pink – graded assignments

d. Blue – relaxing  / social / outdoor activities (solo, with family, friends, fun, etc)

e. Orange – group work / study groups

f. $$ Green – paydays and money-related activities (helps with money management)

7. Crossing off activities when completed establishes a sense of accomplishment.

a. Some people even track their on-task study hours on a daily basis to compare them to academic success but remember one of your goals is to “work smarter, not harder”, right? How many productive hours of study time did I log today?

8. Constantly prioritize and re-prioritize as an ongoing activity. 

a. Ask yourself: “what needs to be done first – today – right now?”

b. Spend the time when you are most fresh mentally on the most challenging work so when you’re tired, you’ll still be able to complete the less challenging work. i.e. don’t try to “get the easy stuff out of the way first”; it may take longer than planned, leaving you tired for the tougher work (or more likely to postpone it till…later…. )

c. Tests and quizzes are top academic priorities, so leave some time the class / day / night before to polish off your knowledge.

9. If one activity is not completed within the allotted time, add it to the next appropriate time block at the top of the list (as long as it is still high in priority).

a. Consciously avoid stealing time from one class to “pay for” another. This creates a vicious cycle in which you are constantly coming up short on time. 

b. Solution? Keep prioritizing and adjust your schedule to accommodate your time needs.

10. Schedule time for “frolicking”

a. No one can operate on HIGH speed indefinitely; all batteries require regular recharging for optimum performance.

b. Schedule some time (at least 30 minutes) each day for some down time by yourself to meditate, listen to some relaxing music, read a few chapters in a good book, or simply sit outside and breathe.

c. Schedule time for meals, exercise and social activities. Schedule time to be “spontaneous”. 

d. Remember 10a above and repeat to yourself “ I will frolic!”

Mission (Not) Impossible: Tracking My Time

Your assignment…

Ever say to yourself: “I don’t know where the time went!....” Time certainly does fly and the next thing you know, major assignments are due and the test is tomorrow and you ran out of ink for your printer and your parents need you to babysit your dog that just got spayed and your aunt that you haven’t seen since you were a child just came in to Miami for a couple of days and just got the latest Pink Floyd concert DVD and you haven’t Facebooked in two whole days and….You know this scene, right?

So before you can figure out where you want to go planning-wise, it’s necessary to see where you are. 

In this assignment, you will 

· track your activity for two consecutive days in 30-minute time blocks for a full 24-hour cycle.

· Select a Friday + Saturday OR

· Select a Sunday + Monday 

· that is, if you begin on Friday, start at 12:01am Friday and end at 12 midnight Saturday.

· Print out My Time Management Tracker (on the next page) and neatly print to fill in the boxes. Yes, you can word process this after you have 2 days of data if you wish. 

· Describe your activity as well as any observations about the activity:

· Was your time well spent? Why? Why not? 

Complete this assignment with one full, word-processed page about what you’ve learned from this observation. It’s worth 10 points.

· Does this two day period accurately reflect how you spend your time during the rest of the week? 

· Be prepared to discuss this activity in class.

___________________ Time Management Tracker



(your name’s)

	START TIME

Day 1
	END

TIME


	ACTIVITY
	NOTES: what did you observe about the quality of this activity? Was this “useful” time (however you define “useful)?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	START TIME

Day 2
	END

TIME


	ACTIVITY
	NOTES: what did you observe about the quality of this activity? Was this “useful” time (however you define “useful) ?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Attachment:  “What I Learned From Tracking My Time”

10TipsTimeMgmt.doc
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