TIME MANAGEMENT
Time the only resource that cannot be reclaimed, recovered, or recycled. There are 168 hours in each week. You should sleep 56 hours (8 x 7 = 56). Meal times will use 21 hours (3x7). You will be in class 12-15 hours. You should study 24 hours. Thus, even if you use all 116 hours as listed above, you will have about 50 hours each week for work, practice, and/or play.

The trick is to learn to put first things first and treat college as a FULL-TIME JOB (40 hours per week) including going to class, reading, outlining, reviewing, studying, writing, and working on projects. If you are not spending 40 hours per week on 11our coursework, you cannot reasonably expect to earn high grades.

JUST GOING TO CLASS IS NOT ENOUGH. SIMPLY SCANNING REQUIRED READING WON'T GET IT DONE, EITHER. AND, MOST CERTAINLY, RELIANCE ON CRAMMING THE NIGHT BEFORE AN EXAM WILL NOT RESULT IN SUCCESS.

•
In order to be successful, students must learn to manage time by the semester, by the week, and by the day.

By the semester

Use a semester calendar to record all of your critical assignments, exams, papers, and personal obligations during the first week of classes. Use this calendar to see when you have assignments colliding with one another or with personal needs (like anticipated trips home, athletic events, or job interviews).

By the week

Use a weekly planner to record your routine, weekly schedule (classes, labs, SLA workshops, work hours, athletic practices, etc.) so you can see how your time will be spent for obligations. Next, identify REGULAR blocks of time for studying, Sunday through Thursday. If you study best in the early evening, block out 6-9 p.m. If you study best in the afternoon, block out 2-5 p.m. If you are a night owl, block out 9-midnight, or later.

DON'T SAVE IT ALL UP FOR THE WEEKENDS. THIS APPROACH IS ALMOST ALWAYS DOOMED TO FAILURE.

By the day
Go to every class and lab. Even when you skip class to get something else done, you are only costing yourself time to make up missed work.

Plan how you will use study time (to read, make outlines, do problems, etc.). It should never be the case that you have NOTHING to do. Make a "To Do" list.

Your daily plan should account for work due the next day (i.e., study for Monday classes on Sunday, Tuesday classes on Monday, etc.)

Be sure to do something! Reading one chapter, completing three problems, writing a rough draft of an essay-it all counts.

•
Other pointers
l.
Break big jobs into smaller ones; use small time periods for small tasks.

2.
Do it now; don't procrastinate.

3.
Don't let other people waste your time.

4.
Don't experience the "lost weekend" syndrome.

5.
Work ahead whenever possible (e.g., volunteer to complete projects early in the semester; read assigned chapters before the lecture, etc.).
6. 
Find a place where you work well (not a place where you fall asleep or play). Go to the library, the tutoring center, or some other quiet place for schoolwork. It will substantially cut the time you need to complete the work.
•
How to use your study time
1.
Copy lecture notes over before the next class.

2.
Make chapter outlines for reading assignments.

3.
Write, edit, and rewrite.

4.
Do both the odd and the even problems.

5.
Get a study buddy.

6.
See a tutor.

7.
Go to the SLA workshop.

8.
Answer questions at the end of the chapter using your chapter outline.

9. Practice (for applied courses)

10. Set things up for the next study period
11. JUST THINK.

