
 

Time Scheduling Suggestions 

Time scheduling will not make you a perfectly efficient person. Very few people can rigorously keep a detailed schedule 
day after day over a long period of time. In fact, many students who draw up a study schedule and find themselves 
unable to stick to it become impatient and often give up the scheduling idea completely. 

The following method of organizing time has been helpful to many students and does not take much time. It is more 
flexible than many methods and helps the student to establish long term, intermediate, and short term time goals. 

1.  Semester Schedule (Long Term Goals)- One per semester  
Construct a month-by-month schedule of important events and deadlines that include: 

 Due dates from syllabi 

 Test, Midterms, and Finals 

 Special events, meetings, conferences, workshops 

 Holidays 

 Weekly meetings 

 Personal Appointments 

2. Weekly Schedule (Intermediate Goals) - One per week 
A weekly schedule is a detailed plan that serves as a guide for creating a manageable, daily plan for each day of the 
week.  While term schedules provide you with an overview of important events and deadlines on a month-by-month 
basis, weekly schedules focus your attention on details and requirements for the upcoming week. Using a weekly 
schedule helps you maintain a focus and helps you organize, monitor, and regulate your use of time.  The weekly 
schedule becomes your plan, your guide, your structure for the week.  A weekly schedule should follow these five steps: 

1. Write your fixed activities 
a. Class times 
b. Work schedule 
c. Daily routines: getting ready in the 

morning; commute; devotions 

d. Meals: breakfast, lunch, and dinner 
e. Sleep 
f. Special Appointments 

2. Write your fixed study blocks-  Well-planned blocks of time for specific subjects 
a. Specific Assignments - Completing reading and homework assignments, studying for a test, working on 

a paper, etc. 
b. 2:1 ratio- students should expect to study two hours for every one hour in class. 

3. Add several flexible study blocks- flexible blocks of time that can be used only when needed. 
4. Add time for personal goals and responsibilities 
5. Schedule leisure, family, social and free time. 

3. Daily Schedule (Short Term Goals) - One per day 
A daily schedule is a specific list of tasks that you plan to 
achieve over the course of the day.  It is your “To-Do 
List” that helps you move through the day efficiently.  
Each night before you go to bed, take a few minutes to 
prepare your daily schedule for the next day’s activities. 
On a small note card make out your specific schedule. 
Write down specifically WHAT is to be accomplished.   

Wednesday 

 8:00-8:30 Review OTI  

 10:00-11:00 Preview Math and prepare for Quiz 

 4:45- 5:15 Review lecture notes after class  

 7:00-10:15 Ch. 5, 6 (History) 
 

 

Adapted from: Wong, L. Essential Study Skills. Australia: Wadsworth Cenage Learning, 2012. 


