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TIME MANAGEMENT FOR COLLEGE SUCCESS

By, Madeline Bir, Counselor

There are 168 hours in every week, yet most college students cannot account for 70 of them; that’s 10 missing hours every day. In addition to missing out on opportunities, wasting time leads to worry...everyone knows what it feels like to think, “am I forgetting something that I should be doing?” This time management plan is meant to WORK FOR YOU, because the more activities that you can schedule, the more time and energy you will have to use on those things that you wish to accomplish.

1. REVIEW YOUR GOALS AND DREAMS. If you know what your academic, personal, social, and life goals are, it will be easier to decide why you should be in college; if you know why you are in college, it will be easier to develop and stick to a workable time plan.  Ask yourself: 1) What are my personal life goals, and my academic goals, and how will college help me to meet my them? Put your goals in writing. 

2.SET OBJECTIVES, and create a personalized roadmap to help you to reach your goals. Think of your objectives as the individual steps that you will take to help you to meet your goals. 

3. PRIORITIZE YOUR GOALS AND OBJECTIVES, and decide where you will start. 

4. MAKE A COMMITTMENT TO MAKING THESE CHANGES. 

5. REMEMBER THAT HABITS CAN BE CHANGED

THE BASICS OF TIME MANAGEMENT

1. CONSIDER HOW YOU SPEND YOUR TIME NOW

Monitor you time for one week, and write down everything that you do, every day, and for how long. Become aware of how much time you are be wasting. Also note how others may be wasting your time. 

2. DECIDE HOW YOU WANT TO SPEND YOUR TIME, GET ORGANIZED, STRATEGIZE AND CREATE YOUR SEMESTER PLAN. Write everything down on your calendar:


-Write all of the automatic tasks and obligations, such as work and family care. Think carefully about how you can schedule these activities to help you with your school schedule. Can you ask your boss or a family member to help out? Can you do anything differently for the semester?


-Include all of the information from your course syllabus, such as test dates, project due-dates, and include a schedule that you create (and will stick to) of your scheduled study times for the entire semester. This is a bold move--writing down exactly when you will study, but it will help you to stay with the task. Experts say that you should spend one-to-two hours outside of class for every hour spent in class, each week.  Therefore, if you are taking 12 credits, you should schedule 12-24 hours of studying every week. Be creative in deciding when those study times will occur.  For example, if you are a working parent, consider enlisting your children’s help, and declare 6-8:30 p.m. as study time for the whole family every Monday through Friday, and 8:00am-to-noon on Saturdays. 










continued....

- For many subjects, you can maintain your interest and comprehension for about ½ hour, so change subjects, or stand up for a QUCIK break every 30 minutes, or so. An exception to this would be when you are writing a term paper; plan on longer amounts of time when you are doing research and writing.  The bonus to you with this kind of planning is that you can reward yourself, without guilt. Build these rewards into your into your schedule. Also build leisure and family time into your schedule.        
3.PHOTOCOPY 16 COPIES OF THE SEMESTER SCHEDULE (one for each week of the semester), to use for a detailed weekly schedule. Each week, take one of the photocopied Master Schedule pages and fill in any new activities for that week. Make a practice of looking at your weekly schedule every day to see what needs to be done.


-From this weekly schedule, you can also make a quick Daily Schedule on a 3x5” card, or a Post-It, and carry it with you. This will free your mind during the day.

 MAKE THE COMMITTMENT TO STICK WITH YOUR TIME PLAN

4. OTHER TIME-SAVERS

- If your reading is weak, take one of Lakeland’s excellent reading courses, DEVL 0001, OR DEVL 0002.

-If some subjects are very difficult or boring, study them first, and in small blocks of time. Also, consider study groups for these courses.

-Are you a morning or an evening person? Use your own best time to study.
-Try to avoid daydreaming in class, and when you are studying--why spend the time to go over something twice? Make a checkmark every time you notice yourself daydreaming, as this physical activity helps you to become aware of what you are doing and to bring your mind back to the task at hand. Daydreaming is a habit that you can break.

 -Prepare everything the evening before, your clothes, your books, your “Daily to-do” list--everything. 

-Avoid noise and interruptions. Ask your family members or roommates to respect your study time.

-Before you close your books for the day, ask yourself, “Is there one more little thing that I could do right now?” Those little things can add up and make tomorrow’s tasks lighter. Ask yourself, “Which pain will be greater, the pain of doing the task now, or the pain tomorrow when I haven’t done it?”

-Ask for help. Lakeland offers free tutoring in the Learning Center. Faculty are willing to help. You can form a study group. The counselors can talk to you about setting your goals, and developing a plan.

See the Counseling page on the Lakeland website www.lakeland.cc.oh.us for current related sites.

