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A Guide to Time Management

Managing time and in particular juggling all the things they have to do in life is

probably the greatest challenge that college students face. In all surveys of

experiences of college students of all ages, this issue comes out top of their list

of concerns.

For younger students, diploma course may be the first time they have had to

work independently from the support given by other people, particularly

parents and teachers. They now have to juggle with not just the demands of

course work but with all other aspects of life, including laundry and cooking, if

they stay outside their home and Touching Life community programmes.

The old adage reminds us that “People don’t plan to fail but a lot of people do

fail to plan.” Good time management is essential to success at college.

Planning your time allows you to spread your work over a session, avoid a

‘traffic jam’ of work, and cope with study stress. Studying at college often

involves meeting conflicting deadlines, and unless you plan ahead, you will find

it impossible to manage. To meet the demands of study you need to spread

your workload over a session. Work out what needs to be done and when. Work

out how to use your available time as efficiently as possible. When you plan

your time, you are far less likely to forget assignments or discover that the

time you needed for finishing your Business Mathematics (Matematik

Perniagaan) problems was somewhat filled by an Introductory Microeconomics

(Pengantar Mikroekonomi) assignment that isn’t due until next week.

Remember, good time management for a student is not about creating an

intricate schedule that makes you account for every second of your day. It is

1. Introduction
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about one simple choice: either you will control your college work, or it will

control you. Good time management put you in control.

First, how well do you manage time? Try this Time Management Questionnaire.

Score yourself on the following questions:

2 for "always", 1 for "sometimes", 0 for "never" and total your score at the end

of the questionnaire. Be honest!

I do things in order of priority.

I accomplish what needs to be done during the day.

In the past I have always got academic work done on time.

I feel I use my time effectively.

I tackle difficult or unpleasant tasks without wasting time.

I force myself to make time for planning.

I am spending enough time planning.

I prepare a daily or weekly ‘will do’ list.

I prioritise my list in order of importance, not urgency (importance is

what you want to do; urgent is what you have to do.)

I am able to meet deadlines without rushing at the last minute.

In the past I have kept up-to-date on my reading and course

assignments.

2. Time Management
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I prevent interruptions from distracting me from high priority tasks.

I avoid spending too much time on trivial matters.

I feel I spend enough time on course work.

I plan time to relax and be with friends in my weekly schedule.

I have a weekly schedule on which I record fixed commitments such as

lectures and tutorials.

I try to do the most important tasks during my most energetic periods

of the day.

When travelling to and from the University I make use of free time to

read course work.

I regularly reassess my activities in relation to my goals.

I have discontinued any wasteful or unprofitable activities or routines.

I judge myself by accomplishment of tasks rather than by amount of

activity or "busy-ness".

I decide what needs to be done and am not controlled by events or

what other people want me to do.

I have a clear idea of what I want to accomplish during the coming

semester.

I am satisfied with the way I use my time.

I usually turn up on time for commitments.

Your Total Score
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 47 - 50 points: Congratulations! You are an excellent manager of your
own time.

 38 - 46 points: Generally you are a good time manager.

 30 - 37 points: You are managing your time fairly well, but sometimes
feel overwhelmed.

 25 - 36 points: Your course here is likely to be stressful and less than
satisfying unless you take steps to begin to manage your time more
effectively.

Less than 25 points: Your life is out of control.
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The most effective and sustainable time management systems are those that

are the simplest and make the task of managing your time as easy as possible.

There are four key elements to scheduling, prioritising time and time

management:

3. Getting Started

Have a long term view

Prioritisation of tasks

Planning and
scheduling

Avoiding distractions
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All TCS students at the start of each semester are given a calendar of

important dates, e.g. dates of the semesters, dates of the exams. They are

also given individual module calendars, which list the important dates for each

subject studies. For students, at the start of any semester, you can start by

recording in a diary or time sheet the dates of important events, e.g. exams

and assignment submission dates.

The following is an example of a module outline (scheme of work) for Business

Mathematics (Matematik Perniagaan), which lists all the week number of

classes and key dates for exam:

4. A Long Term View
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Prioritisation is the key to the effective management of time. It involves

reviewing your tasks and prioritising them in any given period. Since all of us

have 24 hours in a day, you must give priority to important activities.

Important activities are things we do that move us towards our goals (e.g.

achieve above 3.0 CGPA) and make us successful.

5.1 Urgent versus Important

In order to make long lasting and effective changes to how you manage your

time you will need to decide what the important things are in your life.

Stephen Covey, a well known management guru, suggests the following table as

an effective way of analysing this:

Urgent Not Urgent

Important  Crises
 Assignment deadlines
 Lectures
 Study for surprise test
 Setting goals
 Touching Life

community programmes

 Planning your time
 Reflecting on your learning
 Working towards your goals
 Reading in advance
 Doing mind mapping
 Early exam preparation
 Daily exercise

Not

Important

 Eating
 Checking your e-mail
 Socialising
 Interruptions
 Answer phone calls
 Reply SMS
 Catch favourite TV

programme

 Trivial, busy work
 Surfing net
 Escape activities (e.g.

watching TV, playing
computer games etc.)

 Chatting on the phone
 Using Facebook
 Hanging out

5. Prioritisation Of Tasks

I II

III IV
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Each quadrant relates to a sphere of your life. The challenge is to ensure that

those activities that are important but not urgent do not become overshadowed

by maintenance tasks and escape activities. When we procrastinate, it tends

to mean that the lower right hand quadrant is taking more importance than the

upper quadrants.

5.2 Quadrant I: Important And Urgent

Activities that are both urgent and important are readily acted on by most

students. In this quadrant we find things like studying for exams a few days

before class, typing up a major term paper the day before it is due, and trying

to finish the lab assignment before lab time ends. For many students it is the

urgency of the activity that prompts them to do the work. Some believe (as one

student has said) "I do my best work the day before it's due." The sad reality for

many of us is that the day before the due date is when we do any of the work.

The work was not done when it was not urgent. Strangely enough, the

importance of the activity has never changed, only the urgency has. Waiting

until something becomes urgent makes less and less sense as something

becomes more important. Take for instance two real-life examples; financial

planning and marriage. Would it make any sense to begin your retirement

savings plan a few weeks before you turn 65, or how about trying to get to

know your fiancée a few days before getting married? These two examples

display how strange it seems to try to cram months and years of activities into

a few days. Not only would you retire without enough money to live, but you

would marry a virtual stranger. If these examples make sense to you, you will

realize how foolish it is to try to cram your studies too.

5.3 Quadrant II: Important But Not Urgent

The activities that fall into this quadrant tend to be tricky. Quite often we put

off until tomorrow a very important activity only to engage in something less
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important and more urgent. Let's be honest, one of the most important

activities students face is studying for exams through regular reviews, but how

many students do it with lots of time to spare?

Quadrant II activities are important in achieving our goals. The very best time

to start studying for a final exam is the first day of class, but many students

find a third re-run of a situation comedy on television more compelling. It's

your choice to make as to which quadrant to be in, but be sure of your reasons

for doing what you do.

5.4 Quadrant III: Not Important But Urgent

Quadrant III activities are things that seem to be very important, they need to

be done now. However, they are actually not important at all as they do not

help you to achieve your goals and be successful. They include answering phone

calls from friends, going off to see the latest blockbuster movies, catching your

favourite TV show, sending urgent emails and SMSes, joining your friends for

bowling, etc.

Engaging in tasks that are urgent but not really important is a potentially

dangerous behaviour. Imaging feeling rushed and pressured to get something

done while you think about how useless the task really is. If you are feeling

hurried, stop for a moment and ask the following question: What would be the

consequences to me if I don't do this? The answer to this question will put the

activities importance and urgency into perspective. Urgency has a personal

dimension and it is crucial that we understand to whom the urgency really

applies. Often, the consequences to you are so small that it seems ridiculous to

continue to do the activity.

5.5 Quadrant IV: Not Important Nor Urgent

You are probably asking yourself why anyone would engage in activities that

are neither important nor urgent, but you would be amazed to find out just
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how much of your time is really spent in this quadrant. If you find yourself

engaging in such throw-away tasks as sleeping in, watching game shows for

hour after hour, playing video games, or chatting on the phone - be careful.

You might be engaging in activities that have nothing at all to do with your

goals. Doing things that are neither important nor urgent does not make sense.

5.6 Prioritisation

To get stress-free, high performance and excellent achievement result, you

should prioritise your time the following way. First, plan to do all your

Quadrant I activities. Through proper planning, you keep this to a minimum.

Next, plan to spend the bulk of your time to do Quadrant II activities. Whatever

time you have left can be spent on non important activities like Quadrant III

and Quadrant IV.

The successful student does the following in priority:

Quadrant Time Spent Activity

I

II

III

IV

20%

60%

15%

5%

Doing urgent homework, last minute surprise test

Early preparation for exam and assignment

Checking emails, answering phone calls, SMSing etc.

Lazing about, watching TC, surfing the net etc. (to
control our stress and have fun)

By cultivating the proactivity to go after Quadrant II, your effectiveness would

increase dramatically. Your crises and problems would shrink to manageable

proportions because you would be thinking ahead, working on the roots, doing

the preventive things that keep situations from developing into crises in the

first place.
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There are four major types of time management planning (planner): semester,

monthly, weekly, and daily. Semester and monthly planners allow one to

record the due dates of major assignments, while weekly and daily schedules

are used to record regular activities as well as due dates of assignments.

6.1 Semester Planner

The purpose of semester planners is to give student on overall idea of when

major college projects and social events are scheduled. Semester planners give

an overview of the major commitments one has during the course of the term.

Semester planners are useful because they help the student to see when

he/she will be the most busy during the term. Detailed plans then may be

made ahead of time to complete all the assignments and activities in a timely

manner. Another benefit of semester planners is that they help to reduce the

tensions associated with procrastination. Finally, semester planners give the

student a sense of control over his/her academic and social affairs.

Directions for Creating Semester Planners

The first thing you should do is to mark all the major activities for the semester

in your semester planner. Write in the dates and times for major school

projects, including:

 examinations and quizzes

 assignments

 public speaking speeches

 community service

 field trips

6. Planning And Scheduling
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Write in the dates of important social events that can't be missed. Be selective,

you can't do everything!

 major athletic events

 birthdays

 annual dinner

 club meetings and events

6.2 Monthly Planner

Monthly planners are similar to semester planners, except that they allow one

to plan academic and social events in more detail. More types of information

and events can be organized on monthly planners.

This time management technique is useful because it encourages the student to

divide major tasks into smaller parts and to develop a schedule for completing
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each part. Another benefit of monthly planners is they help to reduce the

tensions associated with procrastination.

Directions for Creating Monthly Planners

Buy a portable, notebook-sized monthly calendar with boxes that are large

enough to hold several pieces of information. Or make a homemade template.

To exploit its full potential as a planning tool it’s important to realize that the

monthly planner is that it can help us manage our large goals and the smaller

sub-goals that we have divided these larger goals into. Once we have

established our larger goals and broken them down into smaller objectives and

activities, we can use the monthly planner to record important milestones

along the way between now and the expected completion date of the goals. In

this way the monthly planner becomes a tool for tracking the progress of all of

our important projects. By looking at the completed monthly planner we can

instantly determine not only on what sub-goals we should be working on any

given day, but when during the weeks to come will be periods of high work load,

whether we realistically have time to take on more work, and whether we are

on target for the completion for these already planned goals. The monthly

planner simply gives us a longer range look at our time than either the daily or

weekly planner and helps us to more accurately anticipate the unfolding of our

time weeks in advance.

Look at the major academic assignments listed on the semester planner

(scheme of work). Break each task into smaller parts. For example, an

assignment project may be divided into these activities: choose topic and clear

it with the instructor, library research, write first draft, type first draft, have

first draft proof-read, make revisions, and print final draft. Develop a schedule

for completing each task. Make one's own due dates for each part and write

them on the monthly planner. Using the assignment project: topic by week 2,
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research by week 4, first draft by week 6, type by week 7, proof-read by week

8, turn in final draft by week 9.

You should ideally plan to finish studying all the chapters one month before the

final exams. Therefore you need to find out how many chapters you will need

to learn for every subject within the semester. Add number of chapters for

each subject to find out the total number of chapters you will need to learn for

the semester. So for example, if you have 9 chapters of Business Mathematics

and 3 months to your final exams (or to finish revising the subject a month

before final exams), then you must plan to study 3 chapters of Business

Mathematics a month.

Or let’s say for example that you had an upcoming exam in your Friday class for

Introductory Microeconomics. You would want to enter this date both so it

would not be forgotten and because it prepares you to do further planning. In

keeping with suggestions for keeping sub-goals in the monthly planner, you
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would enter a series of interim objectives between the start of your

preparation for the Economics exam and the exam date itself. These

milestones would serve as indicators of the progress of your study. You might

enter a note to complete a review of the first-term’s work, to complete a

review of the first half of the second term’s work, and to complete the review

problems and practice test that your professor handed out in class. As well you

might make notes of how far along in the term you are as a motivational aid or

warnings of how busy certain times will be to assist you in planning the amount

of work you take on.

Regularly evaluate one's progress on the tasks against the due dates on the

monthly planner. A good time to do this is every Sunday night. Treat yourself

when a major assignment has been completed according to the schedule.

6.3 Weekly Planner

The purpose of weekly planner is to plan activities in a very detailed manner in

order to make the most of one's time. The strategy is particularly useful during

finals week or before major college activities, when one has "a million things to

do" in a short period of time. When recording upcoming activities on the weekly

planner, be as specific as possible.

Directions for Creating Weekly Planners

Design a weekly planner to meet personal requirements, or purchase a bound

planner. Arrange the grid blocks on an hourly or half-hourly basis. Label the

days of the week, starting with Sunday or Monday.

The big issue for students is allocating and using effectively the free time they

have for independent study. They know when they have to attend lectures and

tutorials; that’s not the problem. The problem is managing free time so that

independent course work and revision is done without frantic rushing at the

last minute.
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Your weekly plan should consist of all the activities to be done for each of the

seven days. Your semester and monthly planners only give you the Quadrant II

activities (reading ahead), so you must add in the Quadrant I activities (doing

homework) as well. Finally, add in the Quadrant III and Quadrant IV activities.

Remember the most of your time should be spend on Quadrant I (20%) and

Quadrant II (60%) activities. Whatever time is left can be spent on unimportant

Quadrant 3 (15%) and Quadrant 4 (5%) activities.

The first thing to record on the grid is those regular (committed) activities

whose times do not change week to week. Examples of regular activities are:

 meals

 sleep

 class or lab

 prayer

 club meeting

 athletic practice, game or exercise

There are 168 hours in any week. Deduct the total committed hours from

168 to give you an approximate idea how much free time you have left for

independent study and course work (non regular events).

Record all other activities that are not regular events. Consult the monthly

planner (or scheme of work) to determine the due dates of all activities,

not just the major ones. Break major assignments into smaller tasks, and

identify your own due date for each part. Estimate how long it will take to

complete each task. If unsure, err on the side of overestimating. Write short

descriptions of each activity in the appropriate places on the weekly chart.

Examples of activities are:

 reading assignments

 reviewing notes or reading
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 library research

To allocate differing amounts of time to independent course work, you need

to plan ahead and allocate time to the tasks you need to do on the basis of

what is priority, important and pending.

6.4 Daily Planner

Daily planner serve the same function as weekly planner - to plan in detail the

activities to be completed during the day. The only difference between the two
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is that daily planner only one day at a time while weekly planner display seven

days of activities on one chart. Daily planning becomes more a function of daily

adapting, of prioritizing activities and responding to unanticipated events in a

meaningful way.

The number of daily tasks scheduled should be manageable for any one day

otherwise you will inevitably get stressed. Be fair to yourself – don’t give

yourself more daily tasks than you can realistically manage.

Directions for Creating Daily Planners

Every night, go through your daily activities for the next day and allocate

specific times for each activity. Setting a specific time frame prevents you

from procrastinating and saying, “I will do it later.”

No matter what, you must discipline yourself to finish up the day’s planned

activities before you go to bed even if it means sleeping a bit less or giving up

favourite TV programmes.

Though you have tried to stick to your schedule, inevitably, there will be more

unexpected Quadrant I activities that crop up that may cause you to not finish

what you have planned. Only when you have no choice should you reschedule

your activity to the next day or the day after.

As you complete each activity, strike them off your list. Reward yourself after

you complete your to-do list for the day. This will give you an incentive to

finish.
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If you have a problem getting started, are you aware of the things you do, or

say to yourself, to put the dreaded moment off? Once you have started, what

things easily distract you from a task?

7.1 Start with the unpleasant tasks first

Get them out of the way early. The problem with postponing unpleasant tasks

is that you leave them until the last minute and then you have to rush to finish

them.

7.2 Set yourself a short time limit for reading

40 – 45 minutes tends to be the maximum time most people can read before

their concentration slips. At the end of the set time, stop and take a break.

The relatively short time you set yourself for reading at any one stretch will

help concentrate your mind.

7.3 Combine short bursts of reading, with active reading

When you read, make notes of the key ideas or points. Continually looking for

main points in any paragraph and highlighting or summarising them in your own

words, will help keep your mind focused. If you don’t like sitting down for too

long, try the read-walk technique. You read for just 20 minutes at any one

time, but then get up and walk around for 10 minutes. As you walk you think

about what you have just read. You then return to reading for another 20

minutes, then walk again. Do this over several hours. It really works!

7.4 Avoiding distraction from friend

If other students are distracting you, go somewhere else where others are

concentrating and working. Where others are working quietly, you are likely to

do the same.

7. Avoiding Distractions
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7.5 Shut Off Your Phone

When possible, turn your phone off. Phones (especially smartphones) can take

up a lot of time throughout the day and seriously decrease your productivity by

pulling you away from other tasks. When it's easy to log on to Facebook, you

are more likely to do it. If it's necessary for you to have your phone on for study,

place it across the room. If it's not as easy to access your phone, you're less

likely to do it. You can also turn off any notifications on your phone that are

not necessary in order to focus on studying.

7.6 Block Social Media

Sometimes, the temptation to log on to Facebook or Twitter is too great to

avoid. If you have a problem with social media, there are many applications

and websites you can use to temporarily block distracting sites.
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