Time Management

OR, HOW TO BE A GREAT STUDENT AND STILL HAVE A LIFE
Richard O. Straub, University of Michigan, Dearborn
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How Are You Using Your
Time Now?

Design a Better Schedule

Plan the Term
Plan Your Week

CLOSE-UP: More Tips for Effective
Scheduling

Make Every Minute of Your
Study Time Count
Take Useful Class Notes

Create a Study Space That Helps You
Learn

Set Specific, Realistic Daily Goals

Use SQ3R to Help You Master This
Text

Don’t Forget About Rewards!

Do You Need to Revise Your
New Schedule?

Are You Doing Well in Some Courses
But Not in Others?

Have You Received a Poor Grade on
a Test?

Are You Trying to Study Regularly
for the First Time and Feeling
Overwhelmed?

We all face challenges in our schedules.
Some of you may be taking midnight
courses, others squeezing in an online
course between jobs or after putting
children to bed at night. Some of you
may be veterans using military benefits
to jump-start a new life. Just making the
standard transition from high school to
college can be challenging enough.

How can you balance all of your life’s
demands and be successful? Time man-
agement. Manage the time you have so
that you can find the time you need.
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In this section, I will outline a simple,
four-step process for improving the way
you make use of your time.

1. Keep a time-use diary to understand
how you are using your time. You
may be surprised at how much time
you're wasting.

2. Design a new schedule for using your
time more effectively.

3. Make the most of your study time so
that your new schedule will work for
you.

4. If necessary, refine your new sched-
ule, based on what you've learned.
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How Are You
Using Your Time
Now?

Although everyone gets 24 hours in the
day and seven days in the week, we fill
those hours and days with different ob-
ligations and interests. If you are like
most people, you probably use your time
wisely in some ways, and not so wisely
in others. Answering the questions in
TABLE 1 can help you find trouble spots—
and hopefully more time for the things
that matter most to you.

The next thing you need to know is
how you actually spend your time. To
find out, record your activities in a time-
use diary for one week. Be realistic. Take
notes on how much time you spend at-
tending class, studying, working, com-
muting, meeting personal and family
needs, fixing and eating meals, social-
izing (don’t forget texting, Facebooking,
and gaming), exercising, and anything
else that occupies your time, including
life’s small practical tasks, which can
take up plenty of your 24/7. As you re-
cord your activities, take notes on how
you are feeling at various times of the
day. When does your energy slump, and
when do you feel most energetic?

Design a Better
Schedule

Take a good look at your time-use diary.
Where do you think you may be wasting
time? Do you spend a lot of time commut-
ing, for example? If so, could you use that
time more productively? If you take pub-
lic transportation, commuting is a great
time to read and test yourself for review.

Did you remember to include time for
meals, personal care, work schedules,

family commitments, and other fixed
activities?

How much time do you sleep? In the
battle to meet all of life’s daily commit-
ments and interests, we tend to treat
sleep as optional. Do your best to manage
your life so that you can get enough sleep
to feel rested. You will feel better and be
healthier, and you will also do better aca-
demically and in relationships with your
family and friends. (You will read more
about this in Chapter 2.)

Are you dedicating enough time for
focused study? Take a last look at your
notes to see if any other patterns pop out.
Now it’s time to create a new and more
efficient schedule.

Plan the Term

Before you draw up your new schedule,
think ahead. Use your phone’s calen-
dar feature, or buy a portable calendar
that covers the entire school term, with
a writing space for each day. Using the
course outlines provided by your instruc-
tors, enter the dates of all exams, term-
paper deadlines, and other important
assignments. Also be sure to enter your
own long-range personal plans (work and
family commitments, etc.). Keep your
calendar up-to-date, refer to it often, and
change it as needed. Through this pro-
cess, you will develop a regular schedule
that will help you achieve success.

Plan Your Week

To pass those exams, meet those dead-
lines, and keep up with your life outside
of class, you will need to convert your
long-term goals into a daily schedule.
Be realistic—you will be living with this
routine for the entire school term. Here
are some more things to add to your
calendar.

1. Enter your class times, work hours,
and any other fixed obligations. Be
thorough. Allow plenty of time for
such things as commuting, meals,
and laundry.

TABLE 1 Study Habits Survey
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2. Set up a study schedule for each
course. Remember what you learned
about yourself in the study habits sur-
vey (Table 1) and your time-use diary.
Close-Up: More Tips for Effective
Scheduling offers some detailed
guidance drawn from psychology’s
research.

3. After you have budgeted time for
studying, fill in slots for other obliga-
tions, exercise, fun, and relaxation.

Make Every
Minute of Your

Study Time Count

How do you study from a textbook? Many
students simply read and reread in a pas-
sive manner. As a result, they remember
the wrong things—the catchy stories but
not the main points that show up later

in test questions. To make things worse,
many students take poor notes during
class. Here are some tips that will help
you get the most from your class and
your text.

Take Useful Class Notes

Good notes will boost your understand-
ing and retention. Are yours thorough?
Do they form a sensible outline of each
lecture? If not, you may need to make
some changes.

More Tips for Effective Scheduling

There are a few other things you will want to keep in mind when you
set up your schedule.

Spaced study is more effective than massed study. If you need 3
hours to study one subject, for example, it’s best to divide that into
shorter periods spaced over several days.

Alternate subjects, but avoid interference. Alternating the subjects
you study in any given session will keep you fresh and will, surpris-
ingly, increase your ability to remember what you're learning in each
different area. Studying similar topics back-to-back, however, such
as two different foreign languages, could lead to interference in your
learning. (You will hear more about this in Chapter 7.)

Determine the amount of study time you need to do well in
each course. The time you need depends on the difficulty of your
courses and the effectiveness of your study methods. Ideally, you
would spend at least 1 to 2 hours studying for each hour spent in
class. Increase your study time slowly by setting weekly goals that
will gradually bring you up to the desired level.

Create a schedule that makes sense. Tailor your schedule to meet
the demands of each course. For the course that emphasizes lec-
ture notes, plan a daily review of your notes soon after each class. If
you are evaluated for class participation (for example, in a language
course), allow time for a review just before the class meets. Schedule
study time for your most difficult (or least motivating) courses dur-
ing hours when you are the most alert and distractions are fewest.

Schedule open study time. Life can be unpredictable. Emergen-
cies and new obligations can throw off your schedule. Or you may
simply need some extra time for a project or for review in one
of your courses. Try to allow for some flexibility in your schedule
each week.
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Following these guidelines will help you find a schedule that
works for you!





