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Time Management 
Grasping the ability to deliver efficiency 

Introduction 

I bet that you have heard the phrase “Time flies when you’re having fun,” and while it 
may seem as though time is moving faster when you are busy and active, the truth is that 
time remains a constant. While experts may argue time speeds up and slow down 
according to gravitational pull, here on earth time always remains the same. It is not time 
that gets away from us, it is our poor management of the time we have that causes stress 
and anxiety. 

 Factors of time 

Most everyone can recite the different facts regarding our time system and daily calendar. 
For example, there are 365 days in a year, of those 365 days, there are 52 weeks; every 
week there are 7 full days, and in every day there are 24 hours. In every hour there are 60 
minutes, and within every minute there are 60 seconds. This process does not change, 
except for once every 4 years an extra day is tacked on in what is termed a “Leap Year,” 
to account for deviations in the calendar. However, do you know much about our 
calendar system outside of that? 

Our current calendar is called the Gregorian Calendar after Pope Gregory XIII who 
decreed the creation of the calendar. It was deemed that its predecessor, the Julian 
Calendar was inaccurate by 11 minutes; astronomers discovered this discrepancy in 
1581. 

What can I do about managing my time? 

Have you ever noticed those people who seem to have time to do everything, or it seems 
as they DO everything? That is due to their ability to manage the time allotted to them. 
The amount of time you have in a day is the same amount of time allotted to the President 
of the United States, the same amount given to Nelson Mandela, and the same amount 
that your favorite teacher even has! The difference between these people and you is their 
realization of how much time they have, and their ability to efficiently manage the time 
given to them. You are no different from these people. If you wish to learn how to 
manage your time and effectively organize your activities, then proceed through this 
lesson! You will learn valuable hints, tips, and tricks to creating a detailed calendar to 
keep track of all your events and allot more time for those recreational events you want to 
do! 

To manage your time takes discipline, and discipline can only be attained through 
repetition. Discipline is activity, exercise, or a regimen that develops or improves a skill. 
The skill that you will be developing within this lesson is the skill of managing your time.  

 

 



EDG 5332 – Instructional Design 
November 30, 2010 

3

Good Time Management 

Good time management usually entails keeping a rigid schedule that is flexible for 
change and allows ample down time to plan what you would like to do recreationally. 
The key to good time management is keeping a proper balance between school, work, 

and studying. Too much of one over another can lead to stress and anxiety, 
which can actually hinder your performance in school. Poor time management 
usually means there is too much time being spent on one portion of your 
active schedule. Believe it or not, there is such as thing as too much studying
You need time for your mind to relax and rest from the workout you gave it 
during your study

. 

 time. 

What does it take to properly manage my time? 

There are a few factors that go into proper time management. First, you must determine 
the number of desired study hours, recreational hours, and work hours. We will assume 
that your class times are set and not exactly flexible (unless you drop courses or transfer 
courses later). An important key to developing proper time management is discovering 
how much time you want and need to devote your priorities. To determine your priorities 
while in college, take this survey. 

Priority Survey 

1 – Strongly Agree      2 – Agree      3 – Neutral      4 – Disagree      5 – Strongly Disagree 

1. You prefer to spend your weekends relaxing and spending time with friends. 

 1 2 3 4 5 

2. You enjoy playing sports over performance in school. 

 1 2 3 4 5 

3. You would prefer working throughout the week to leave your weekends available 
for studying. 

 1 2 3 4 5 

4. You would prefer working on the weekends and allow the weekdays for school 
and studying. 

 1 2 3 4 5 

5. You prefer studying throughout the week 

 1 2 3 4 5 

6. You prefer studying on the weekends 

1 2 3 4 5 
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Now reflect on your decisions. How much time do you want to have available throughout 
the week, compared with the weekend? If you post too much time in one or the other, it 
means the other half will be full to the brim, and you may find yourself stressed and 
overwhelmed. A good balance between all aspects can assist you in your pursuit of 
success! Let’s discover how we can accomplish and succeed with time management. 

Allocating Hours 

The first step in time management is to determine and allocate the number of hours you 
want to devote throughout the week for a specific activity. Since different people enjoy 
different activities, we will label this Recreational Hours. To begin this exercise, write 
down how many hours a week you want to have for recreational hours, but wait, you only 
have 112 hours to choose from (assuming you sleep 8 hours per night). 

• Number of recreational hours I want per week is _________ 

• Subtract that number from 112, and my remaining hours are ________ 

Now that we have figured out how many hours per week you have available, let’s 
encounter some situations where you may have to give up your free time. For this 
exercise I will allocate 24 hours for recreational time. Get into groups of three or four, 
and discuss your responses to each of these scenarios. Within each scenario you have two 
choices, or you can get creative and establish your own response to the scenario. 

1. Scenario 1: Every Friday you and your friends order a pizza and rent a 
movie for the night. You have allocated this time as part of your 
recreational time for each Friday evening. On Saturdays you spend your 
time studying and preparing the week ahead. However, you received a call 
Wednesday afternoon from your parents telling you that they will be in 
coming through town on Saturday, and they would like to see you. Do 
you: 

-6 Hrs 

A. Sacrifice your recreational time on Friday evening to study and 
prepare ahead of time so you can spend time with your family, or 

B. Do you forgo studying altogether and spend time with your friends 
on Friday evening and your Family on Saturday? 

2. Scenario 2: You participate in Intramural basketball every Tuesday and 
Thursday night as part of your allocated recreational hours. You spend 
time each Monday and Wednesday evening preparing for your classes so 
you can enjoy yourself on those days. However, you have a mid-term 
exam coming Friday and you were called into work Monday night. Do 
you: 

-4 Hrs 
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A. Skip basketball on Tuesday and Thursday and use that time to 
study and prepare for your exam, forgoing your recreational time 
for that week, or 

B. Do you go to basketball on Tuesday, and count on studying 
Wednesday and Thursday for your exam Friday. Keep in mind 
Wednesday is reserved for other courses as well, so you run the 
risk of falling behind. 

3. Scenario 3: There is a huge Football game coming up Thursday night, and 
you and your friends are planning on attending. However, you have a mid-
term exam Friday morning at 8 am sharp in Math for Decision Making, 
which is not your strong suit. You had to work Monday, Tuesday, and 
Wednesday of this week (your boss is a real taskmaster), so you don’t 
have a lot of time to prepare. Do you: 

-5 Hrs 

A. Decide to skip the game and spend your evening (much to your 
chagrin) studying and getting ready for the test, or 

B. Do you forgo studying on Thursday and go to the game anyway, 
deciding to study through the night. 

While these scenarios are fictional, the decision making in them is not. Throughout your 
college career you will find yourself in positions where you will have to choose between 
two outcomes. The only person that can make these decisions, and suffer or reap the 
potential consequences/benefits, is you. Through proper time management you will learn 
how to adjust your schedule and create enough flexibility to allow for deviations in your 
time. As you can see, through each situation I didn’t lose too much of my recreational 
time. Also, after a large test, a professor may decide to take it easy the next week and not 
provide a lot of homework, so in the long run it may be beneficial for you to forgo your 
time. 

How do I schedule my recreational time? 

The best way to “schedule” recreational time, is by first determining how many hours 
you want per week, and then developing a calendar involving work, class, and studying 
(refer back to your priority survey). Write down how many credit hours you are currently 
taking, how many work hours you desire per week, how many hours of studying you 
want to do per week, and then fill in the blank with your recreational hours. 

A. Enrolled credit hours ________ 

a. 112 - _______ =  ________ 

B. Desired work hours ________ 

a. ________ - _________ = _________ 
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C. Desired study hours ________ 

a. _______ - ________ = __________ 

D. Recreational hours (remaining) _________ 

Now determine how many total hours you have available for each. This activity can be 
performed in any order; it doesn’t necessarily have to follow the order above. However, 
there has to be at least one constant which in this case should be your class hours. 

Establishing a Schedule 

One of the hardest things to do when managing your time is establishing a daily schedule 
and keeping it updated on a regular basis to make sure you are using your time wisely. It 
is very important to establish goals and objectives for your semester and relate them to 
your ability to manage your time. Starting a research paper two months before the due 
date makes it much easier to manage than start a research paper two days before the due 
date! A little at a time goes a long way. To begin this exercise, you are going to create 
three different schedules; one for class, one for work, and one that includes your study 
hours and recreational hours. Let’s start by writing down your desired hours for each 
area. 

Class hours _______    Work hours _______ 

Study Hours _______    Recreational hours _______ 

 

Double check your work and make sure it sums up to 112 hours as we specified earlier. 
Remember your class hours are only the true constant in this situation. Now first develop 
a schedule with your class hours using the grid below. Make sure you include the total 
number of hours and the specific times for each of your courses. 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
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Now that you have completed a fixed schedule of your courses, you have the foundation 
through which you can determine the rest of your hours. Remember, the only time your 
class schedule will change is if you add or drop a course. If you have a lab once a week, 
you should factor that into your study time so you don’t assume it is free. Let’s develop a 
possible work schedule for you throughout the week. This will help you to block your 
hours and see how much time you have available to use for recreational hours. Without 
looking at your previous schedule, write down the times you would prefer to work each 
day on the schedule below. At the end of this segment we will compare and contrast them 
to see what you have established. 

Class hours _______    Work hours _______ 

Study Hours _______    Recreational hours _______ 

Remember to refer to your total hours to get a good idea of how much time you have 
allotted in each. 

 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

We are over halfway to our objective! Now that you have a rough idea of your working 
hours per week, or at least your projected/desired working hours, we can begin to develop 
a cohesive calendar for your weekly schedule. It is very important that you understand 
your daily and weekly schedule so you can make important adjustments as situations 
arise. Being too strict with your schedule will not allow for deviations in the system; 
being too flexible with your schedule means you haven’t properly budgeted your time. 
Both can cause stress and anxiety if not properly balanced or established. For this last 
exercise, we are going to develop a study schedule with the remaining hours. Make sure 
you play to your strengths. If you study better at night, set your study times for the 
evening. If you prefer morning sessions, plan accordingly. 
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Class hours _______    Work hours _______ 

Study Hours _______    Recreational hours _______ 

 

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

 How do I transfer this information into a daily schedule? 

Now that you have developed a rough schedule for each facet of your college career, it’s 
time to combine them into a cohesive weekly schedule. After you have developed your 
schedule we will begin the process of fine tuning it and changing it into something more 
detailed. This way you can see exactly what you need to do, what time you have 
available, and how much recreational time you will have to kick back 
and relax! What you will need to do for this final exercise is take all 
three of your previous schedules, and combine them to create the 
rough draft of your week schedule. Use the spreadsheet on the 
next page to create this. 
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Sunday Monday Tuesday Wednesday Thursday Friday Saturday

6:00 AM

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:00 PM

5:00 PM

6:00 PM

7:00 PM

8:00 PM

9:00 PM

10:00 PM

11:00 PM

12:00 AM
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Establishing a Daily Calendar 

Now that we have established a rough draft of your calendar, we will begin the process of 
generating a daily schedule for your entire week. The most important part of this process 
is setting aside time each day to plan and identify upcoming events, and to rehash events 
changes in your schedule. This way you are not blindsided by any setbacks to your 
calendar. For this session, we will be developing a schedule for each day, taking into 
account various class, work and study times. However, you must decide how much time 
you want to devote to each with the only constant being your class times. Do not base 
your time on another student’s schedule, because you may want more or less recreational, 
study, and work time than they. Use the daily planner below to begin planning your 
schedule. 

Monday

6:00 AM

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:00 PM

5:00 PM

6:00 PM

7:00 PM

8:00 PM

9:00 PM

10:00 PM

11:00 PM
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Tuesday

6:00 AM

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:00 PM

5:00 PM

6:00 PM

7:00 PM

8:00 PM

9:00 PM

10:00 PM

11:00 PM

12:00 AM
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Wednesday

6:00 AM

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:00 PM

5:00 PM

6:00 PM

7:00 PM

8:00 PM

9:00 PM

10:00 PM

11:00 PM

12:00 AM
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Thursday

6:00 AM

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:00 PM

5:00 PM

6:00 PM

7:00 PM

8:00 PM

9:00 PM

10:00 PM

11:00 PM

12:00 AM
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Friday

6:00 AM

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:00 PM

5:00 PM

6:00 PM

7:00 PM

8:00 PM

9:00 PM

10:00 PM

11:00 PM

12:00 AM
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Saturday

6:00 AM

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:00 PM

5:00 PM

6:00 PM

7:00 PM

8:00 PM

9:00 PM

10:00 PM

11:00 PM

12:00 AM
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Establishing a Weekly Calendar 

Once you have established a calendar for each day, we will need to proceed and combine 
each day into a full week, taking into account different variables and changing schedule. 
For example, you work Monday night and plan on studying Tuesday night. However, 
your boss calls you and says that you need to work Tuesday evening, which causes your 
schedule to be thrown off a bit. 

What is the purpose of a daily calendar? 

Establishing a daily calendar and using it as a foundation for your weekly calendar is one 
of the most important things you can do when it comes to time management. Having an 
idea and a plan for each day will provide you with a sense of control and 
accomplishment. However, as stated before you need to allow for flexibility in your 
planning; with a too rigid schedule, it’ll break, with a too flexible schedule, it won’t hold 
water. Your ability to manage your time effectively will prove beneficial in the long run. 

Remember each aspect of time management when creating your weekly schedule. You 
need to include and allocate your class, work, and study hours, after which you can factor 
in your recreational time to “fill in the blank” so to speak. Once you accomplished 
creating your weekly schedule, while properly allocating each day with the proper 
amount of hours. 

Finalizing your weekly calendar 

When creating your weekly calendar, ensure that you are properly matching each 
schedule, taking into account the big picture (macro-planning) while establishing the 
more finite details (micro-planning). It is vitally important that each of your schedules 
flow together and correlate properly. If your schedules do not correlate well, you will 
encounter numerous scheduling conflicts and if left unintended it can become hard to 
untangle. 

To recap: Take each schedule and compare and contrast the scheduled times you wrote 
down. Start formulating your weekly schedule and begin to refine the times you devote to 
class, work, studying and recreation. After you have performed this step of the process, 
begin to plan out your entire day, accounting for different variables in your week. 
Examples may include working more or less; various tests, quizzes, projects; traveling 
home or to other areas; and finally down time you may want for yourself. 

 

 

 

 

 

To see an example of a finished daily calendar, see the example on the next page. 



Proper Time Management 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

6:00 AM

7:00 AM

8:00 AM

9:00 AM

10:00 AM Humanities I (1 Hr) Humanities I Humanities I

11:00 AM
Recap and Study 

for Soc (1 Hr)

12:00 PM
Recap and Study 
for Psych (1 Hr)

Art Appreciation (1 
Hr) Art Appreciation Art Appreciation

1:00 PM
Recreational Time 

(1 Hr) Sociology I (1 Hr) Sociology I Sociology I

2:00 PM
Recap and Study 

for Art (1 Hr) Prep for Work Prep for Work Prep for Work

3:00 PM

4:00 PM

5:00 PM Study for Art (1 Hr) 

6:00 PM

7:00 PM Study for Art (1 Hr) 

8:00 PM
Study for 

Sociology (1 Hr)

9:00 PM
Study for Hum. I (1 

Hr)

10:00 PM

11:00 PM

12:00 AM

Psychology I (1.5 
Hrs)

Philosophy and 
Religion (1.5 Hrs)

Work from 3 pm to 
10 pm (7 Hrs)

Recreational 
Time(2 Hrs)

Study for Psych 
(1.5 Hrs)

Study for Psych (2 
Hrs)

Study for Phil. & 
Rel. (2 Hrs)

Study for 
Humanities I (2 

Hrs)

Work from 3 pm to 
10 pm (7 Hrs)

Psychology I (1.5 
Hrs)

Philosophy and 
Religion (1.5 Hrs)

Study for 
Sociology I (2 Hrs)

Recreational 
Time(2 Hrs)

Sleep

Work from 8 am to 
3 pm (7 Hrs)

Recreational Time 
(2 Hrs)

Study for Psych (2 
Hrs)

Recap and Study 
for Hum. 1 (2 Hrs)

Recap and Study 
for Philosophy (2 

Hrs)

Recreational Time 
(5 Hrs)

Work from 3 pm to 
10 pm (7 Hrs)
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Conclusion 

Once you have established your daily calendar over an entire week, you have 
successfully learned how to establish and manage your time! Remember, it is not enough 
to establish a calendar and leave it be, you must be proactive in keeping it current so any 
variables that come along can be effectively and efficiently dealt with! Having a working 
knowledge of time management will allow you to succeed in other disciplines of life 
besides college. As a working professional it is vital that you are constantly up to speed 
on your schedule and different variables that may get in your way. Within the working 
world, Time Management is the gateway to performing well and doing your best! 


