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This Academic Learning Centre presentation offers strategies for managing your time effectively.  Time management is an important aspect of day-to-day life, and it is one of the key skills you will develop at university.  
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Do you manage your time?
Common responses
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Do you manage your time? Here are some common responses from students.
Yes, so I have time for everything I want to do.
No, scheduling time makes me feel more stressed!
Yes, so that I don't feel guilty when I am not working.
No, because it can feel too rigid!
Yes, as I like to have a sense of control.



Overview
• Term schedule
• Monthly schedule
• Weekly schedule
• Time tracking strategy
• Daily to-do lists
• Setting priorities
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This slide shows an overview of the topics covered in this presentation. How to manage your time effectively using a:
Term schedule
Monthly schedule
Weekly schedule
Time tracking strategy
Daily to-do lists
And by setting priorities




Term Schedule
• Life events–birthdays, weddings, parties, etc.
• School events–papers, tests, exams
• Other–work, trips, volunteering
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At the beginning of every term, it is important to plan out your term schedule. Take note of important dates and events that occur throughout the upcoming months. It is important to include all types of events, commitments, and holidays.
 
Consult your course syllabus for assignment dates and mark them in your planner or calendar. 

It is important to have a long-range plan or view of the months ahead.
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Consider the following course syllabus. At the beginning of term, each professor will distribute an outline to the class. The outline will normally include course objectives, some general instructions, a list of the required textbooks, a breakdown of the class marks, along with an indication of the professor's office hours. It is important to read this document carefully and to keep it handy for future reference.



Minimum Performance Requirement: In order to pass the 
course, you must complete the following: mid term and final 
exams, the journal summary and critique, the oral 
presentation, and the research paper. In addition, you must 
participate in the writing workshop. Any student not 
completing any of the aforementioned items will be given a 
grade of F regardless of the course mark. 
 
Marking Scheme 
4.5 A+ 95-100  Exceptional 
4.0 A 86-94  Excellent 
3.5 B+ 78-85  Very Good 
3.0 B 73-77  Good 
2.5 C+ 66-72  Satisfactory 
2.0 C 60-65  Adequate 
1.0 D 50-59  Marginal 
0 F < 50  Failure 
 

Final Grade  
Senate Policy #1307 requires a “post-examination of final 
grades in multi-sectioned courses that will ensure an equitable 
correspondence between grades and level of performance in 
all sections”. Accordingly, the final grade distribution for this 
course may be raised or lowered to achieve such equity and, 
therefore, your final grade may change. 
 

Details of Assignments 
 
Mid-term Test: This in class test will take place on October 
24, 2006. The test will consist of defining key terms from the 
text and lectures and of short and long answer explanations of 
topics discussed in the text and in class.   
 
Journal Summary and Critique: You will be expected to 
summarize an article. You may choose between 
“Understanding Asian Graduate Students’ English 
Literacy Problems” and “Drawing with Difference: 
challenges faced by international students in and 
undergraduate business degree”. After having read one the 
articles, you will summarize it and analyze its contents. Your 
1000 word summary and critique should be handed in on 
October 19th. 
 
Oral Presentation: You are required to give a 10-15 minute 
presentation on an academic journal article relevant to your 
research paper topic. Your presentation should summarize the 
article, critique the article, and then conclude with a discussion 
of the value (or lack of value) of the research. The 
presentations will be given from October 26th to November 
9th (5 per class).  
 

Research Paper: You are required to write a 2500 word paper 
on one of the following topics: (1) the goal of a university 
education, (2) plagiarism and intellectual property rights at the 
university, (3) equity and accessibility at universities, (4) 
student health issues on campus, or (5) academic study 
strategies. These are very broad topics and it is your 
responsibility to narrow down the topic that you choose. In 
order to complete your paper on time, most of your reading 
should be done by the end of September. A one-page outline 
of the paper including a clear thesis statement must be handed 
in on October 10th, 2006. A rough draft of the paper must be 

completed by November 6th, 2006 so that a peer in class can 
review the paper. TWO copies of the final paper will be handed 
in no later than November 16th, 2006. The paper will be 
formatted according to the APA style guide discussed in class 
and will be evaluated for content, organization, and language 
use. 
 

Writing Workshop: The writing workshop is unique to this 
section of Introduction to University. You are required to attend 
ten workshops (one per week) scheduled in slot 12. The purpose 
of this workshop is to practise writing and editing skills to assist 
you in preparing the writing assignments. The ten marks for the 
writing workshop are given for successful completion of the 
following assignments. Please note that the journal assignments 
are to be done on-line through your WebCT course. Please see 
me before September 25th, if you are unable to access the course. 
 
 WebCT Journal #1    2 
 Research Paper – Thesis and Outline  4
 WebCT Journal #2    2 
 Research Paper – Rough Draft   2 
  

Final Exam: The Student Records office schedules the final 
exam for December 8-21, 2006. The exact day will be 
announced in November. Do not make any travel arrangements 
until this date has been finalized. Because this is a seminar class, 
it is important for you to attend all classes in order to do well on 
the exam. 
 
 
 
 
 
 
 
 
 
 
 
 
 

WebCT:  
 
This course outline and other information about your section  
of 99.111 can be found in WebCT. In addition to some course 
materials, your marks will also be posted to your WebCT 
account. As well, some assignments will be run through 
WebCT, in particular the journal assignments. To access your 
account, you must first claim your id at: 
(https://pasweb.cc.umanitoba.ca/webapp/gu/claimid/). 
Once you have done so, you may access the course at 
www.umanitoba.ca/webct.  Your login will be the same as 
your ccu account user id. You will also receive a password, 
once you claim your id.  
 
ex: podolsk0@cc.umanitoba.ca (ccu account) 
ex: podolsk0 (WebCT userid) 
ex: r3g7k6  (password) 
 
Once again, you can access your WebCT courses at 
www.umanitoba.ca/webct, but you must claim your ccu 
account before being able to do so. 
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Review your course syllabus for assignment due dates. In the coming months, it will be your responsibility to consult your course syllabus and to keep track of your assignments’ deadlines.




Monday Tuesday Wednesday Thursday Friday Saturday Sunday

1 2 3 4 5

6 7 8 9 10 11 12

BIOL 1410
Report due

13 14 15 16 17 18 19

ANTH 1220
Midterm

ARTS 1110
Paper due

20 21 22 23 24 25 26

ARTS 1110
Midterm

27 28 29 30 31

ARTS 1110 
Presentation

OCTOBER
Monthly Schedule
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Track assignments and tests using a planner, a calendar, a diary, or an app on your phone or computer. It is useful to track all your commitments in one place, so you can plan ahead. For instance, if you have a sporting event and assignment due in the same week, you can finish your assignment a week in advance.
  

  
 



Weekly Schedule
Track all your activities:
• Job
• Classes
• Studying
• Assignments/projects
• Wellness activities
• Commuting
• Family
• Other
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In addition to a monthly schedule, consider creating a weekly schedule that includes a more detailed account of your time. 
It may include time allocated toward your job, classes, studying, assignments, commuting, family, or other commitments.
Perhaps you are unsure about how you spend your time? If so, consider the strategy of tracking your time.  

The Academic Learning Centre’s has a tip sheet on this strategy, titled the "168 Hour Week“. 

Let us walk through an example of this strategy in the next slide.
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Sleep                        ______  x 7= _______
Hygiene ______  x 7= _______
Eating ______  x 7= _______
Commute ______  x 5= _______
Work ______  x 5= _______
Exercise ______  x 7= _______
Leisure and other                 ______  x 7= _______
Classes ______  x 3= _______
Study ______  x 7= _______
TOTAL ____

How many hours are left? _______168 - 149 = 19 hours

149

3                    9
9                   18 x 2=   

Time Tracking Strategy
168 hours in a week
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Let's start with 8 hours of sleep every night. 8 hours times 7 days = 56 hours/week. (You should put the amount down that you need to be well rested the next day).
  
If you allot 1 hour a day for showering, brushing your teeth, and assorted personal hygiene, you will use another 7 hours over the course of the week. 
  
1.5 hours a day for eating, including preparation and clean up, takes a total of 10.5 hours.  
  
1.5 hours a day in bus transit, uses another 7.5 hours- Please keep in mind that this should be door to door. For example, if you drive and park, you will need to factor in a 10-20-minute walk). 
  
Let us say you spend 15 hours a week at a  part-time job.  
  
Remember to factor in travel time to and from work (I added 30 min) and know you will need some time to relax after work. So, I added 15 hours of work a week, with an extra 5 hours included for the commute and relaxation time for the week.
  
Maybe you exercise every day for a total of 7 hours a week.
  
For leisure and other time, consider activities like watching videos or gaming. Let us assign 2 hours a day for this category.
  
Calculate your class time. A 3-credit hour course equals 3 class hours per week. If you are taking three (3 credit) courses, you will have 9 hours of class time. Remember that you need to factor in an additional 3 hours for courses with labs. 
  
To calculate your study time, the university advises a 2:1 study ratio, so 2 hours of study for every hour of class time. If you have 9 hours of class time per week, you should have 18 hours of study time per week. In general, courses demand a lot of extra work outside of class, so if you want to be successful, choose a course load that will allow for enough study time. 

That makes a total of 149 hours. 

So, 168 hours minus 149 hours, means you still have 19 hours a week to schedule. You could decide to increase your work or study hours or schedule more activities.

If you complete this exercise and you may find that you do not have enough hours for all your activities. Consider where you can trim some hours or perhaps you may have to give something up or may want to reconsider the number of courses that you take. 
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5 am

6 am WAKE UP AND PREPARE FOR THE DAY

7 am BREAKFAST STUDY STUDY
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WORK
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Now that we know how much time to allocate for specific activities, lets create a weekly schedule.

When creating a schedule, you should start with your activities that repeat weekly and have a fixed time. For example, classes and any appointments or work commitments should be added first, and the rest of your activities can then be scheduled during whatever times remain available. 
  
Next, ensure that you schedule some quality study time for yourself. Research shows that it is easier to create a study habit, if you do the same thing at the same time on the same day. Keep this in mind when scheduling your study sessions. 

Furthermore, It is generally recommended to study in short, repeated study sessions. Thus, a study session should include break intervals, for instance a 1-hour study session, could be made up of two 25-minute focused study periods, with each followed by a five-minute break.
  
You should also allow some time for daily activities such as eating, so make sure to leave some space available throughout your day. 

Then, it is important to allot yourself some time for wellness activities, such as exercise, mediation, or taking your pet for a walk. 

Finally, once you have added all your activities to your schedule, it may look something like this.
    
Overall, when creating your schedule, you should find your most unproductive times and do things that are not taxing during those hours. More importantly, you should find your creative time and preserve it for your study sessions. Often daytime and early evening are recommended times for studying, but this is dependent on each person's daily rhythm and their other commitments. 




• What do you have to do tomorrow?
• Set your priorities –“first things first”
• Break down large assignments
• Add additional errands and tasks (see doctor, mail 

letter, pay bill etc.)
• Make sure you check and re-evaluate your list 

every day

Daily To-Do Lists
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Another useful strategy for managing your time is to develop a daily “to-do-list”.
  
Decide what you need to do tomorrow. 
  
Set your priorities (more on this in the following slides).
  
Large assignments like research papers should be broken down and incorporated into your daily to-do-list by creating a series of smaller steps. For example, a first step might be to consult with a librarian and find some sources or do some brainstorming on your topic. 
  
Also include important errands and tasks.
  
Cross off completed items and make a new list every evening for the following day.
  
 



What Are Priorities?

Something that is given prior or special attention or 
considered more important (Barber, 2001).

C

B
A
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A priority refers to a task or a commitment that should be considered before other tasks, because it has greater level of importance. 
  
 With your course work, you will be expected to juggle several assignments and projects, and you will need to develop a system for prioritizing your work. 




How to Prioritise
Covey’s to-do-list

1

2 4

2

3
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The following system was introduced by Steven Covey in his book  “the 7 habits of highly effective people”. 
  
The idea here is to categorize items, using the concepts of “Importance” and “Urgency” 
  
If something is both important and urgent, it should become a priority on your to-do-list, and so that quadrant should be addressed first. A common student example of an important and urgent item is a final exam.
  
Now, some people might then conclude that the next quadrant to address would be urgent, but not important. Covey argues that this is a mistake. 
  
Instead, people should be thinking in the long term, and they should be dealing with important matters that are not urgent. This is where breaking a task down and starting on a large project by doing things in steps might come into play. The idea is to prevent important things from becoming urgent, by keeping them out of quadrant 1. An example is finding sources for your argumentative assignment.
  
Next, Covey would suggest that you deal with urgent matters that are not important, an example of which is responding to course forum discussions in a timely manner.

This should be followed by unimportant matters that are not urgent, such as arranging your highlighters.
  
One thing to note here is that if something is unimportant and not urgent, items in quadrant 4, consider if they should be on your to-do- list. 
  
 




How to Prioritise

• Consider program and course requirements
• Moderate expectations

• Consider your values
• Perfectionism is the enemy of completion

• Be kind to yourself
• Reflect and review

Practical considerations for students
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Sometimes it can be difficult to prioritize, even after incorporating Covey’s to-do list.

At these times, there are some practical considerations to keep in mind:

- Make decisions (about what needs to be done and what can be completed with limited time):
Consider program requirements, such as your GPA and what courses you must pass to progress in your degree program.
Consider course requirements, such as weighting of assessments. 
If you have limited time and you have an overdue assignment, one that is worth 20% of your course grade, and an upcoming exam that is worth 50% of your course grade, you need to assess which task requires more of your attention and may need to let go expectations of submitting a perfect assignment.
- Moderate expectations:
Consider your values and prioritize accordingly. For example, if you have a life event that is important to you but have an assignment due at the same time, you may consider submitting a less than perfect assignment which will result in a lower grade for the course, but are then able to better commit to the life event.
Most of these considerations require the moderation of high standards or ideals. Perfectionism can prevent completion and sometimes ‘good enough’ is what allows you to progress in your program.
- If you made a mistake, or things did not go well, be kind to yourself. Treat the situation like you would when comforting a friend
- Review what led to this situation and how you could better plan for it in the future 




Academic Learning Centre 
Services

Workshops and 
Presentations

Supplemental 
instruction (SI)

One-to-
One 

tutoring

Tutor 
training 
program

Website 
resources

Academic Learning Centre 
academic_learning@umanitoba.ca
204-480-1481 
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Remember, you’re not alone and help is available. 
The Academic Learning Centre's mission is to support UM students in the development of their skills in learning, writing, studying, and researching.  
 
Academic Learning Centre services are free and they include: 
Workshops 
One-to-One tutoring in content, study skills, and writing. 
EAL specialist 
Tutor training program 
Website: Tip sheets, videos, useful links, and more.





References
Covey, S. R., Merrill, R. A. & Merrill, R. R. (1994). First Things

First: To Live, To Love, To Learn, To Leave a Legacy.
Fireside.

Fry, Ron (2000). How to Get Organized (2nd ed.).Career Press.
Longman, D. G. & Atkinson, R. H. (1993). College Learning and

Study Skills (3rd ed). West Paul Publishing.
Carnegie Mellon University. (2007, November). Randy Pausch

Lecture:Time Management [Video]. YouTube.
https://www.youtube.com/watch?v=oTugjssqOT0

Walker, L. J. S. & Schönwetter, D. J. (2003). Success Secrets
of University Students. Prentice Hall.

© 2021 ALC

Presenter
Presentation Notes
This slide lists the resources we used when creating this presentation.

https://www.youtube.com/watch?v=oTugjssqOT0
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 Good luck with your studies!
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