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Tinie FEies
What is l,our relationship u.ith TIME? Do you control it or does it make vou its slave? \\,'hat
l-ras been rour erpedence and rvhat kind of habits (qood and bad) have vou settled into r.i'ith
respect to tirle?

i lave vou cuitn'atcC a productive balance in vouL dar-to-dav l i fe ol do vou end up i 'ushinr:
mucir olthe time. under pressure, and not having enough tir-ne for voursell, ior rest or lor
n-reeting il-iends? in n'hat u,av do you r,r'aste time?

Some people are quite good at focusing on their goals and achieving them - others relate mole
to the experience of drifting, spinning your wheels or distracting yourself with other things
that, to your continued amazernent, take up a lot more of your tirne than you thought - and that
leave you feeling flat and unfulfilled?

It is not an exaggeration to say that your success or failure in college may in Targepart depend
on your use of time. If you use it wisely you'il do well; if you use it poorly you'llmore than
likely not succeed in what you hope to achieve. Who hasn't know the kind of well motivated
student can expend a lot of time and energy on relatively unimportant aspects of their course
(majoring on the minors) and then fail cornpletely to attend to crucial and important elements
of the course.

These and other mistakes can be prevented by applying some simple techniques for controlling
your time and managing your study. Put simply, you must have a goal, you must have a plan
and you must take action. It's a question of balance.
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S,:i ire .r. l t i i  i -asol- is i ; , 'hv .n,oLl sitoulc in:rke and keep a sciredule

Makes 1,'ou realise just how much tirne vou have every da1,
Tinre can be gained in only two ways - doing a task in less time or iir using sn-rall blocks of
time thai i,,ou usualll,vu'aste
'A conplete lr,aste?' --No, spending a little time worl<ing a schedule saves a 1ot

' I ' l l bea robo t ! ' -No , j us t theoppos i te .  Looka roundyouandseewho is thes lave to t i r ne ;
the guy dashing madly across the campus,late again, eating junk food on the run!
'I prefer to be flexible!' - But a disorganised student wastes so much tirne that there isn't
any tirne left to be flexible with. Scheduling frees up time!

Benefits:
o Gets you started
o Prevents avoidance of disliked subjects
o Monitols the 'slackening off process - scheduled tasks ale more iikely to be completed
. Makes studying enjoyable
o Keeps you fi'om overlooking recreation
n Written plans rnake responsibilities seem more lnanageable and less overwhelming
, If you are current on reading and homework assigrunents, you will avoid the need for last-

minute crammins for tests
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c Reflect fi'equently on how you spend vour tirne
* Monitor )/our tinre - take control over it
c Stay'in the it'rr.r,twenties - you'11 conre thlor.iqh uith flr'ing colours
c Bc a\ ,  t rc  o l ' r i  hen vou are \ \ 'ast tng v t rur  t i r r rc
e Beu'are the Der,il is in the detail
* Discover YOur peaks and slumps - knot' rrn,hen vou are productirte

Allou' sufficient tnle for sleep. a r.vell-balanced diet. and leisure activities.

o Prioritiseassigmnents
o Prepare for discussion exercises ol'au\/ gioup activities before class
n Scheduie time to go over lecture rnaterial as soon as possible after class.

Remember: Folgetting is greatest u,ithin 24 hours without leview
o Schedule tifty-rninute blocks of study
. Choose a place free florn distractions to study
. Pian to use "dead tirne"
. Schedule as much study time as possible during daylight hours

" Schedule a weekly Leview
o Be careful not to become a slave to your schedule

It4aBdng y sair sehedule:
Tasl;s begun well,

likelv have good finishes
Sopltoc/es
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c Familiadse yourself with your course's academic calendar
o Enter irnportant dates, such as mid-term and final exams, holidays, breaks, study

days, etc.
o Enter dates for coutinuous assessments andl or exains, irnportant papers and

projects. even social activities!
o Post this schedule in your study area for refenal and review, and to charl your

progress
This is tlte ntacro yiey,: don'l include too much detail


