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How Do You Manage Your Time?

Time management refers to how you regulate your time. In 
high school, students spend approximately 35 hours per week 
in class. However, the average college student spends only 12 
to 15 hours per week in class. This means that college 
students have much less structured learning time in a 
classroom setting (not to mention, much more difficult 

How do you manage your time?  Complete the 
will use your time and then compare that plan to how you actually 
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How Do You Manage Your Time?

you regulate your time. In 
high school, students spend approximately 35 hours per week 
in class. However, the average college student spends only 12 

15 hours per week in class. This means that college 
students have much less structured learning time in a 
classroom setting (not to mention, much more difficult 

material). In college, you must take responsibility for your 
own learning.  This involves sched
time.  This process can be difficult for students who have not 
learned good time management techniques.  This series of 
handouts is designed to help you better manage your time, 
which is a crucial element to college success.

you manage your time?  Complete the following chart each day for seven days.  This chart allows you
will use your time and then compare that plan to how you actually spend your time.  You may be surprised by your results.

Prospective Retrospective

• Slept • Negative
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material). In college, you must take responsibility for your 
own learning.  This involves scheduling your out-of-class 
time.  This process can be difficult for students who have not 
learned good time management techniques.  This series of 
handouts is designed to help you better manage your time, 
which is a crucial element to college success.

chart allows you to plan how you 
You may be surprised by your results.

Evaluation

Negative
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Identify Time Available and Needed for Studying

If you are having difficulty with time management, planning a weekly calendar can help you identify your fixed 

commitments and time that you have available to study.  Fixed commitments are 

services, family responsibilities, or anything that you do consistently on certain days of the week.

Use the attached calendar to plan your week.  

1. Write in all of your fixed commitments.  

2. Block off the hours when you normally sleep.  

3. Use a bright colored marker or pen to trace around 

the perimeter of each empty time block.  These blocks 

represent all of the time that is available for studying.

4. Total your available study time.  Write the total at the 

bottom of the calendar in the space provided.  

o You may or may not need to use all of this 

available time for studying.  To approximate the 

amount of study time you need, consult the table 

below and the diagram to the right.

Course Name
Credit 
Hours

Grade Goal/Difficulty 

Algebra 3

5. Write the number of hours needed for studying in the space provided on the bottom of your 

6. Now, write “study” in the empty blocks until you have reached 
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Minimum Study Ratio: 2

Allow a minimum of 2 hours of study time per credit hour

Study Ratio for Difficult Courses: 3

Allow 3 hours of study time per credit hour in difficult 
courses.  Allow 4 hours of study time per credit hour if 

you want to receive an A in a difficult course

Total time needed for studying each week

Identify Time Available and Needed for Studying

If you are having difficulty with time management, planning a weekly calendar can help you identify your fixed 

commitments and time that you have available to study.  Fixed commitments are classes, work, mealtimes, religious 

services, family responsibilities, or anything that you do consistently on certain days of the week.

Use the attached calendar to plan your week.  

Write in all of your fixed commitments.  

normally sleep.  

Use a bright colored marker or pen to trace around 

the perimeter of each empty time block.  These blocks 

represent all of the time that is available for studying.

Total your available study time.  Write the total at the 

endar in the space provided.  

You may or may not need to use all of this 

available time for studying.  To approximate the 

amount of study time you need, consult the table 

below and the diagram to the right.

Grade Goal/Difficulty Level Study Ratio
Credit Hours x 

Study Ratio

A/Difficult 4-to-1 3 x 4 = 12

Total Hours

Write the number of hours needed for studying in the space provided on the bottom of your 

Now, write “study” in the empty blocks until you have reached your total number of study hours
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Minimum Study Ratio: 2-to-1

Allow a minimum of 2 hours of study time per credit hour

Study Ratio for Difficult Courses: 3-to-1 or 4-to-1

Allow 3 hours of study time per credit hour in difficult 
courses.  Allow 4 hours of study time per credit hour if 

you want to receive an A in a difficult course

Total time needed for studying each week

Identify Time Available and Needed for Studying

If you are having difficulty with time management, planning a weekly calendar can help you identify your fixed 

classes, work, mealtimes, religious 

services, family responsibilities, or anything that you do consistently on certain days of the week.

Credit Hours x 
Study Ratio

Study Hours 
per Week

3 x 4 = 12 12

Total Hours

Write the number of hours needed for studying in the space provided on the bottom of your calendar.

your total number of study hours.
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Monday Tuesday Wednesday Thursday Friday Saturday Sunday

6 A.M.

7 A.M.

8 A.M.

9 A.M.

10 A.M.

11 A.M

12 P.M.

1 P.M.

2 P.M.

3 P.M.

4 P.M.

5 P.M.

6 P.M.

7 P.M.

8 P.M.

9 P.M.

10 P.M.

11 P.M.

12 A.M.

1 A.M.

2 A.M.

3 A.M.

4 A.M.

5 A.M.

Total Time Available to Study  _______ Total Time Needed to Study  _______
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Create an assignment calendar to focus your study time

Once you have identified the times that you are going 
to dedicate to studying, you can use an assignment 
calendar to identify what you need to study and/or 
complete for each day of class.  An
calendar should be completed for each month of the 

C = Calculus          H = History          E = English Composition          B = Biology          P = Psychology

1. Make copies of the attached calendar for each month of the semester or purchase a blank calendar from an 
office supply store.  Use the example week above as a reference for the following steps.

2. On the first calendar, fill in the name of the month and number the days of the month.
3. Gather all of your course syllabi.
4. Write all of your tests on the calendar.  Use a colored pen or ma

color for tests only.  You may also want to make your tests stand out by writing in all capital letters or 
putting a box around them.

5. Write all of your assignments on the calendar.  It may be useful for you to use
marker for each course.

a. If your instructor does not give you a day
then you will need to fill this information in as you learn of it.

6. Post your calendar in a place where
month are visible to you.

You should use your assignment calendar to determine 
what you will work on during your scheduled study 
time.  For example, if the student whose calendar is 
featured above has a History test on Thursday, he or 
she will want to allocate some study time on Monday, 
Tuesday, and Wednesday to prepare for the test.  The 
calendar allows you to plan for major future events, 
such as this History test, so that you can begin studying 

Sunday Monday Tuesday

P – TEST

E – Essay 
Draft Due

H – Ch 5 
Reading Due

C – Ch 5 
Assignment 
Due
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Create an assignment calendar to focus your study time

Once you have identified the times that you are going 
to dedicate to studying, you can use an assignment 
calendar to identify what you need to study and/or 

An assignment 
calendar should be completed for each month of the 

semester.  You should write in all of your assignments, 
projects, quizzes, exams, etc. on their due dates.  This 
gives you a preview of what is due in any given week of 
the semester and spells out what you should be working 
on during your designated study ti

C = Calculus          H = History          E = English Composition          B = Biology          P = Psychology

Make copies of the attached calendar for each month of the semester or purchase a blank calendar from an 
Use the example week above as a reference for the following steps.

in the name of the month and number the days of the month.

Write all of your tests on the calendar.  Use a colored pen or marker that really stands out.  Reserve that 
color for tests only.  You may also want to make your tests stand out by writing in all capital letters or 

Write all of your assignments on the calendar.  It may be useful for you to use a different colored pen or 

If your instructor does not give you a day-to-day syllabus that lists tests and assignment due dates, 
then you will need to fill this information in as you learn of it.

Post your calendar in a place where you can see it easily.  Make sure that the current month and the next 

You should use your assignment calendar to determine 
what you will work on during your scheduled study 

whose calendar is 
featured above has a History test on Thursday, he or 
she will want to allocate some study time on Monday, 
Tuesday, and Wednesday to prepare for the test.  The 
calendar allows you to plan for major future events, 

so that you can begin studying 

for it days in advance and not cram at the last minute.  
In addition, if you have a major test it is easy to forget 
about other assignments due the same day.  The 
example student has Calculus reading due the same 
day as his History test.  By using the assignment 
calendar and planning ahead, this student will know 
that he also needs to allocate some time to finish this 
assignment before Thursday.

Tuesday Wednesday Thursday Friday

Ch 5 
Reading Due

Ch 5 
Assignment 

B – Ch 4 
Reading Due

E – Essay 
Revisions 
Due

H – TEST

C – Ch 6 
Reading Due

P – Ch 7 
Reading Due

E – Essay 
Final Draft 
Due
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Create an assignment calendar to focus your study time

mester.  You should write in all of your assignments, 
projects, quizzes, exams, etc. on their due dates.  This 
gives you a preview of what is due in any given week of 
the semester and spells out what you should be working 
on during your designated study times.

C = Calculus          H = History          E = English Composition          B = Biology          P = Psychology

Make copies of the attached calendar for each month of the semester or purchase a blank calendar from an 
Use the example week above as a reference for the following steps.

in the name of the month and number the days of the month.

rker that really stands out.  Reserve that 
color for tests only.  You may also want to make your tests stand out by writing in all capital letters or 

a different colored pen or 

day syllabus that lists tests and assignment due dates, 

you can see it easily.  Make sure that the current month and the next 

for it days in advance and not cram at the last minute.  
In addition, if you have a major test it is easy to forget 
about other assignments due the same day.  The 
example student has Calculus reading due the same 

History test.  By using the assignment 
calendar and planning ahead, this student will know 

allocate some time to finish this 

Friday Saturday

Ch 7 
Reading Due

Essay 
Final Draft 

Time Management
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Bob’s “To Do” List

Day Wednesday

Study Goals:

1)  *Read final 10 pages of 
Chapter 6 for Calculus

2)  *Summarize  lecture notes 
for History test

3)  Re-read important sections 
from History textbook

4)  *Quiz myself over facts that 
will be on History test

5)  Complete revisions for 2 
pages of English essay

6)  *Do two loads of laundry

Use a Daily “To Do” List to Organize Your Study Periods

Your assignment calendar is a long term guide for what you need to complete for each day, week, and 

month of the semester.  You also have completed a study 

have available for studying and how much time you will need to meet all of the requirements of each 

course.  The next step in organizing your study time

you need to complete each day in order to meet your goals.

1.  Remember to be specific.  Always 
state how many pages of reading 
or writing you will complete for 
the day.

Important Things to Consider When Making Your “To Do” List
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Read final 10 pages of 
Chapter 6 for Calculus

Summarize  lecture notes 

read important sections 

Quiz myself over facts that 

Complete revisions for 2 

Do two loads of laundry

Use a Daily “To Do” List to Organize Your Study Periods

long term guide for what you need to complete for each day, week, and 

You also have completed a study time calendar that identifies

have available for studying and how much time you will need to meet all of the requirements of each 

in organizing your study time is to use a daily “To Do” list to outline the tasks th

you need to complete each day in order to meet your goals.

2. You can also include personal 
goals on your “To Do” list.  Bob 
included laundry on his list even 
though it is not a study
task.

3. Do not worry if you do not 
accomplish everything on your 
list.  You will learn to gauge 
many items you can complete 
during your study time as you 
progress through the semester.  
Until then, it is acceptable to 
move incomplete items to the 
next day as long as you do not 
get behind.

4.  Establish priorities.  Bob put stars 
next to the items that are most 
important for him to complete.  
You could also organize your list 
so that the most important goals 
are at the top.

5.  When you complete an item on 
your “To Do” list, cross it off.  
This gives you a feeling of 
accomplishment and allows you
to stay organized.

1.  Remember to be specific.  Always 
state how many pages of reading 

complete for 

Important Things to Consider When Making Your “To Do” List

Time Management
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Use a Daily “To Do” List to Organize Your Study Periods

long term guide for what you need to complete for each day, week, and 

time calendar that identifies the times that you 

have available for studying and how much time you will need to meet all of the requirements of each 

is to use a daily “To Do” list to outline the tasks that 

2. You can also include personal 
goals on your “To Do” list.  Bob 
included laundry on his list even 
though it is not a study-related 

3. Do not worry if you do not 
accomplish everything on your 
list.  You will learn to gauge how 
many items you can complete 
during your study time as you 
progress through the semester.  
Until then, it is acceptable to 
move incomplete items to the 
next day as long as you do not 

4.  Establish priorities.  Bob put stars 
s that are most 

important for him to complete.  
You could also organize your list 
so that the most important goals 

5.  When you complete an item on 
your “To Do” list, cross it off.  
This gives you a feeling of 
accomplishment and allows you

Time Management
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Strategies to stay motivated while studying

Scheduling study time can make a great difference in 
your ability to do well in your courses.  However, it is 
sometimes tempting not to do the work even if you 
have gone through the trouble of scheduling time to 

So, what are some motivational strategies?

Tackle Difficult 
Assignments First

Complete difficult work 
early in the day when you 
are most alert.  Also, try 
to do your least favorite 

tasks first.

Switch Subjects

Alternating between subjects allows you 
to complete your work without 

becoming bored or tired.  Switching 
subjects every hour is recommended if 
you have a long time block of studying.

Order pizza after finishing a tough 

with friends or watch your favorite 

Study in One
Blocks

Studying in short bursts 
can help you keep your 

focus for the entire 
study period.

Break Tasks Down

Do not try to read 50 
pages in one study 

period.  Instead, break 
your reading assignment 

down into more 
manageable units that 

you can complete during 
multiple study periods. 
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Strategies to stay motivated while studying

Scheduling study time can make a great difference in 
your ability to do well in your courses.  However, it is 

o do the work even if you 
have gone through the trouble of scheduling time to 

complete it.  This is a limitation of schedules 
help you organize your time, but they cannot make you 
do the work.  It is up to you to actually carry out what 
you have scheduled and to keep yourself motivated.

So, what are some motivational strategies?

Switch Subjects

Alternating between subjects allows you 
to complete your work without 

becoming bored or tired.  Switching 
subjects every hour is recommended if 

a long time block of studying.

Get in the habit of 
an assignment a few days 

before it is due. If the 
assignment is especially time 
consuming, begin working on 

it weeks in advance if 
Take Breaks

After each hour 
study block, take 

a ten minute 
break.  Use your 

break to get a 
snack, check 
your e-mail, 

stretch, or any 
other short 

activity.

Plan Rewards

Order pizza after finishing a tough 
assignment.  Work hard to finish 
your work so that you can go out 

with friends or watch your favorite 
TV show.  A reward is something 
that will keep you working when 

you want to quit.

Study in One-Hour 
Blocks

Studying in short bursts 
can help you keep your 

focus for the entire 
study period.

Environment Wisely

If you have difficulty 
staying motivated to 

study at home, try going 
to the library or another 

Update Your To

When you have completed a planned 
task, cross it off of your To

This gives you a feeling of 
accomplishment and encourages you 

to keep going.

Time Management
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complete it.  This is a limitation of schedules – they 
help you organize your time, but they cannot make you 
do the work.  It is up to you to actually carry out what 

eduled and to keep yourself motivated.

Work Ahead

Get in the habit of working on 
an assignment a few days 

before it is due. If the 
assignment is especially time 
consuming, begin working on 

it weeks in advance if 
possible.

Choose Your 
Environment Wisely

If you have difficulty 
staying motivated to 

study at home, try going 
to the library or another 

quiet place.

Update Your To-Do List

When you have completed a planned 
task, cross it off of your To-Do List.  

is gives you a feeling of 
accomplishment and encourages you 

to keep going.

Time Management


