
Time Management:  Strategies for Success - Action Plan 

Part 1:  Weekly schedule. 

If you did not do so during the workshop, complete the weekly schedule. You can access both a PDF 

and a Word version of the weekly schedule by going to the workshop resources found here: 

Time Management Resources  

When you complete the schedule, remember to do the following: 

 Write in all of your classes.

 Add other fixed commitments like religious services, student club meetings, athletics, etc.

 Add meals, leisure activities that are habitual, commuting time and any other activities that

keep you from doing your schoolwork.

 Choose a day on which you can take a break and not do any schoolwork.

 Try to find 25 - 45 hours that you can spend doing schoolwork.

 Attach a copy of your completed weekly schedule to this action plan.

Part 2:  Time on task. 

Write down two assignments that you have to do for your classes within the next few days and write 

down how much time you anticipate each assignment will take.  Then, time yourself and write down 

how much time it actually took you to complete each task. 

Task 1: 

Time I predict it will take: 

 

 

Actual time on task:

Task 2:

Time I predict it will take: 

 Actual time on task:

Part 3:  Study strategies. 

Indicate whether or not each statement is true for you by checking yes or no after each statement. 

I study in a suitable place that is free of distractions.  Yes  No 

I study during a regular block of time each day.   Yes  No 

I study during my periods of maximum alertness.  Yes  No 

 

 

 

 

https://www.dropbox.com/s/pdjhu0k1pe47qh5/Weekly_schedule.pdf?dl=1


I limit study time to 1-2 hours before taking a break.   Yes  No 

I give equal time to all of my classes.    Yes  No 

I complete assignments as soon as possible after a lecture/class.    Yes  No 

I do not cram.  I plan my time so that I can do a little bit each day.    Yes 

 Yes 

 Yes 

 

 No 

I plan a schedule of balanced activities (sleep, schoolwork, leisure).  No 

I build in flexibility in case something unexpected comes up.   No 

Choose two strategies that you checked “no”.  Briefly describe how you plan to take action to 

improve your habits regarding these two study strategies.
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