Time Management
Basics of Scheduling your Time
· Think about using a planner or computer-based calendar. I have some blank schedules if you need them or you can find them on-line on the CTL homepage.

· People who think they can keep an accurate schedule solely in their head usually can’t. 
· Start using it regularly; keep it with you throughout the day and look at it periodically throughout the day. 
· Perhaps take a few moments at the beginning or the end of the day to review what is most important for you to accomplish on a particular day. 

· Let’s look at a typical week. We of course have 24 hours in a day, 7 days in a week, which gives us a total of 168 hours in a week. When scheduling your time, this is what you have to work with- 168 hours in a week.

· The first things to add to your planner/calendar are your classes. I’d use pencil!
· Once your classes are written down, put in anything that absolutely cannot be moved, such as your work schedule or practice schedule. 

· Make sure you include time to eat and sleep in your planner- 7 to 8 hours is recommended and for good reason! 

· Next schedule in some time for exercise.

· Now look for times to designate as study time- take some time to think about when you are most energetic and alert. At what time of the day is your energy highest? When is it lowest? 
· For every hour you are in class, you should expect to study at least 2-3 hours outside of class each and every week.

· Finally, put in any extracurricular activities. Keep in mind that the amount of time you spend on extracurricular activities takes time away from your studies. 

· Don’t forget to schedule things such as running errands, special events, such as a play you’d like to see, and social time with friends. The key is to schedule these things so that they do not consume your day.

· Be realistic with yourself. If you are not a fast reader, then do not schedule an hour of study time to read something that could realistically take you two hours.

· Be flexible. Unexpected things happen in your day, so leave some holes in your schedule to be able to accommodate those occasions.

· Being on a term system, staying on top of your studies is critical. Ten weeks is not a lot of time and if you fall behind, it can be tough to catch up in such a short amount of time.

· Use your syllabus to your advantage. 

· Look at your syllabus often. The best way to stay prepared and organized is to stay ahead of the game. No one is going to make sure you are staying on task in a particular class except yourself. 

· Create a calendar that has due dates for every class listed on it. Include due dates for exams, quizzes, papers, projects, and so on.

· Make sure you are prepared for each class in advance- i.e. you have your assignments completed, have read any required material, and so on. Have questions written down so you can ask for clarification if it isn’t covered in class.
Making the Most of your Study Time

· Choose a place to study that offers few distractions. Most of the time, your room isn’t the ideal place since it is full of distractions.

· Once you find a good place to study, make sure you have everything you need, such as pens or pencils, an eraser, note cards, a pencil sharpener, etc. Dribbling your study time away by hunting for a pen isn’t effective.

· Start off with shorter study periods, such as an hour at a time, followed by a 10 minute break. 

· As you develop a system, you can expand the amount of time studying in one session to accommodate your own goals and pace. 

· It is important to make sure that your breaks are short- you’ll get no studying done if you wander off to chat with friends for 45 minutes while on a ‘study break’.
· Assign less time to subjects that are easier for you or subjects that you particularly enjoy working on.  Assign more time to subjects that are more difficult or less interesting to you.

· If possible, schedule time to study immediately after each class session. The material will be fresh in your mind then. Re-write your notes, make flash cards, etc.
Other Things to Keep in Mind

· Get a Handle on Your Time

· There is no such thing as ‘free time’- all time has value.

· You’re either investing time or giving it away.

· You can be miserly with your time in some areas so that you can devote more time to other things.

· Keep a time log- every time you do something, jot down the time you started and the time you finished. After a few days, you’ll begin to see patterns of how you spend your time.

· Get Organized

· Write things down- you can’t remember everything, so make ‘to do’ lists.
· Write down your goals- put down the goal, the target date for completion, and a plan of action.

· All items on a to-do list are not equal. 

· You can limit the number of tasks on your list.

· Create a short-term and a long-term list.

· Color code or assign levels to each task according to importance.

· Knowing what your most important tasks are is essential.

· Increase Your Efficiency

· Try to see yourself as others see you.  Ask your friends, co-workers, or residents to give you some feedback.
· Take the time to put things away properly- you won’t spend so much time doing it later and you’ll save time by finding things when you need them.

· Make your space work for you.

· Take the time to set things up in ways that help you become more efficient. Set up a filing system, find a good storage system, make the area comfortable and distraction free.

· Find Hidden Time

· Create time chunks.

· Put a chunk of time away that you can work on a project or task without interruption. Perhaps schedule this time when it is quieter or less busy in your hall.

· Make the most of your in-between and downtime.

· Read over an assignment while waiting for an appointment or while you’re on hold.

· Make boring tasks more fun (turn it into a game or challenge)- they’ll usually go by more quickly.

· Learn to Focus

· Learn to listen. Listening may be the most important part of the communication process.

· Learn how to live in the present- it helps to keep your mind from wandering. 

· Pace Yourself

· Learn to manage your moods. 

· “You may not be able to control the situation, but you can always control your reaction.”- Austin McGonigle

· Create routines. Routines can help you discover patterns and routines.

· Learn to know your own body- once you can recognize your peak performance times, you can schedule demanding or time consuming tasks in that time.

· Learn the routines and cycles of the environment around you in order to optimize or avoid other peak performance times.

· Avoid Procrastination

· Do it now! We often spend so much time preparing to do something, that we run out of time to actually do it.

· Finish it now! Fight the excuses that cause you to delay or quit a project.

· Avoid Time-Wasting Activities

· If it isn’t worth doing, then don’t. 

· Don’t quit too soon, but know when to leave well enough alone.

· Learn to become more decisive.

Time Management Tips!
· Get a planner and use it every day.
· Schedule some concrete study time each day.
· For every hour you spend in class, anticipate spending 2-3 hours outside of class studying.
