Grand Valley State University

Student Academic Success Center
Managing Your Time for Success
College work is a series of tasks, from short weekly assignments to long-term projects to periodic exams, so scheduling time helps you spread out the work so it’s more balanced. Here are some time management strategies:

1. Prepare a weekly study plan. Using a weekly planner sheet, fill in regular reoccurring commitments like lectures, labs, workshops, work, then block of some time for social and leisure activities. Your blocks of study time will become visible.

2. Remember to schedule regular study hours (20-30 hours a week)

3. Use the time between classes wisely for things like reading, researching, and reviewing, not just hanging around.

4. Use a planner. Mark tests, finals and assignment due dates. You can see your work at a glance and can prepare for those busy weeks in advance.

5. Use daylight hours: research shows that 60 minutes of study during the day is the equivalent of 90 minutes of study at night.

6. Skim required readings before lectures: skim over the title, headings, summary and figures before reading for detail.

7. Study soon after lectures: retention and understanding are aided by reviewing your notes immediately after class. 80% retention with review, 20% retention without review.

8. Start big jobs ahead of time;  avoid cramming which leads to poor quality.

9. Plan blocks of time: to get the best results, plan study blocks of 50 minutes followed by a 10-minute break. Longer periods are required for problem solving tasks and for writing papers.

If what you are doing now isn’t working try these:

• Plan two study hours for every hour you spend in class.

• Avoid study marathons.

• Study difficult or boring subjects first.

• Be aware of your best time of day to study; when do you have the most energy?
• Find a study place that works for you.  Experiment with different locations.
• Don’t get too comfortable. Remain awake and attentive.

• Find a better place when productivity falls off.

• Pay attention to your attention.

• Talk with roommates about study time and come to an agreement that works for both of you.

• Notice how others misuse your time. Get off the phone. Learn to say ‘no’.

• Hang a “DO NOT DISTURB” sign on your door.
Adapted from Conestoga College’s Managing your Time Handout, 2008.

