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TIME MANAGEMENT 

 
 
Good time management means balancing your time and your work so you have enough 
time to work, eat, sleep and play. Students who balance these things well usually 
succeed.  
 

FIRST THINGS FIRST 
 
Creating a schedule is a good way to start managing your time. Turn over this page and 
follow the steps for first creating a semester schedule, then a weekly schedule and last 
a daily to do list. 

 
REMEMBER 

 
Making a schedule is easy. Keeping to a schedule is hard. It takes motivation and 
commitment to be successful. 
 
When an assignment is given, a test is set or something is scheduled mark it on the 
semester calendar - before you forget. 
 
Balance also means sleeping well, eating well, staying physically fit and 
remembering to take time for fun, relaxing activities too.  
 
 

WHAT’S IN IT FOR ME? 
 
♦ Better grades 
♦ Less stress 
♦ Time for yourself 

♦ Sense of 
accomplishment 

♦ Greater productivity 

♦ Control of your life 
♦ A balanced life

 
 

 
Good luck with your time management! 

QQQUUUIIIKKKTTTIIIPPPSSS   

TTTIIIMMMEEE   MMMAAANNNAAAGGGEEEMMMEEENNNTTT   
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SCHEDULES

SEMESTER 

SCHEDULE 

WEEKLY
SCHEDULE

DAILY 

TO-DO LIST

Create a 4 month 
calendar for the 

semester 

Write in all 
assignment 

deadlines, tests 
and exams 

Fill in your work 
schedule as far 

ahead as you can 

Include all 
holidays 

Add in other 
commitments or 

events you need to 
plan around 

Create a 7 day,
24 hour schedule

Put in all classes,
work hours & other

appointments or
events

Highlight all times
that are marked.
The remaining

hours can be filled

Using the semester
schedule, mark

time to prepare for
tests / deadlines

Allow time for
daily homework

and reading
assignments

Use a daytimer for 
daily to-do lists 

(avoid loose 
scraps of paper) 

Each day, make a 
list of all the tasks 

you need to do 

Prioritize each task 
as (A) high, 

(B) medium or (C) 
low priority 

Start with the high 
priority tasks 

As you complete 
each task, cross it 

off the list 

Mark in time to
review notes

within 24 hours of
the class

Unfinished tasks 
can be moved to 
the next day’s list 

QQQUUUIIIKKKTTTIIIPPPSSS   

TTTIIIMMMEEE   MMMAAANNNAAAGGGEEEMMMEEENNNTTT   
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