DEVELOP A SCHEDULE FOR |+ ==

N

STUDYING AND ASSIGNMENTS |- ==

Developing a schedule is an important part of staying on track in your classes and making the most of

your time. Schedules are important for a number of reasons:

1.Stay organized: Keep track of all your assignments, tests, and work that needs to be done ahead of

time.
2.Improve academic performance: Regularly planned study sessions help you retain information and

prepare more effectively for tests.
3.Stress less: Knowing what you need to do and what is coming up soon helps prevent stressing over

your workload, last-minute cramming, and procrastination.
4.Find balance: My scheduling your studying, you can make time for your personal and social life as

well.

Consistency and commitment are key. But so is being realistic and making sure you give yourself time

to have fun, unwind, practice self-care, and connect with others.

Develop your schedule using the information below, then make the most use of it. Use the tools that
are the most convenient for you, and the time blocks that are most effective for your needs. This will
take practice and trial and error. If you need support creating a schedule or assistance obtaining the
correct tools for your needs, please make an appointment with our Life Skills Specialist.



CHOOSE YOUR PLANNING TOOLS

Paper planner, wall calendar, calendar apps, etc.

GATHER COURSE INFORMATION

Look at your syllabus for each class and write down
your due dates, test dates, and deadlines.

LIST YOUR FIXED COMMITMENTS

D E V E L u p A Include things you cannot change, like class
times, work, and non-negotiable responsibilities.
SCHEDULE BE REALISTIC

Estimate time you need to study and complete work.
Adjust based on course and assignment difficulty.

BLOCK OUT DEDICATED TIMES

Don’t fill every minute. Give yourself time to rest and have
fun. Color code or use labels to break things up.




MONTHLY CALENDAR

Calendars are a great visual cue for what you have coming up. A physical calendar hung up somewhere you
will see on a daily basis serves as a reminder and motivator.

Calendars on your phone have the added bonus of being able to send you reminders. If you have a quick
assignment due on Thursday, set a reminder for Tuesday. If you have a larger assignment due on the 15",
set areminder 1 month ahead (or however long you think you will need) to start working on it and break up
the different tasks for that assignment.

At the beginning of each semester, look through your syllabi and write all the due dates for your classes.
Color-code each course, and update as you go. Then, check it weekly to stay on track and adjust as needed.

You can get blank monthly templates online and print them, or purchase a year-long calendar.
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W SAMPLE WEEKLY SCHEDULE L
Creating a schedule helps keep you consistent. If you schedule in regular study times throughout

your semester, you are more likely to stick to it and prevent procrastination. This requires
practice and discipline, but after some practice will become easier to stick to.

Be realistic and remember to build in enough time to study for each class and to complete
your assignments.
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TIME MANAGEMENT TOOLS
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Dry Erase Weekly
Board To-Do List
Dry erase

Weekly to do lists

keep you focused
and on track

calendars can
easily be updated

Todoist Trello

Monday

Personal task and
to-do manager

Visual boards for
collaborations and
projects

Plan, track, and
manage group work

Ll

O

Monthly
To-Do List

Monthly to do lists
keep the big picture in
sight, like long term
projects.

Asana

Track your work
and manage
projects

Qutlier.org


https://www.amazon.com/gp/product/B08XWPP8RF/ref=ox_sc_act_image_11?smid=A37ULRDJV5BQQ5&th=1
https://www.amazon.com/gp/product/B08XWPP8RF/ref=ox_sc_act_image_11?smid=A37ULRDJV5BQQ5&th=1
https://www.amazon.com/gp/product/B0CW96NYY1/ref=ox_sc_saved_image_2?smid=A2UNWP1R7RACOP&th=1
https://www.amazon.com/gp/product/B0CW96NYY1/ref=ox_sc_saved_image_2?smid=A2UNWP1R7RACOP&th=1
https://www.amazon.com/gp/product/B0CW96NYY1/ref=ox_sc_saved_image_2?smid=A2UNWP1R7RACOP&th=1
https://www.amazon.com/Rileys-Co-Calendar-Tearaway-Priorities/dp/B0C5PCP2PT/ref=sxin_16_pa_sp_search_thematic_sspa?content-id=amzn1.sym.140400a7-1208-46ad-8d2a-eb6e8eac81b5%3Aamzn1.sym.140400a7-1208-46ad-8d2a-eb6e8eac81b5&crid=2VLFBJRCS4RJS&cv_ct_cx=monthly%2Bplanner&dib=eyJ2IjoiMSJ9.GNy88HHHT0HGycJuJXYHBQtJz_4djcQ43aLfRoaGhJy-5bmCF1xWVFAShVJQg2DPboGeGa36JcM3zL47MutlyDm9JSfu6l8nX3Ws9itlpXw.5beX4X8fx2WIPbBm1stbwsdaHjHHfaei2v9aLdO4yRg&dib_tag=se&keywords=monthly%2Bplanner&pd_rd_i=B0B7SKNM9L&pd_rd_r=9d9df78e-6cb7-45ed-918f-00e726b71bd7&pd_rd_w=egIeB&pd_rd_wg=UyPnH&pf_rd_p=140400a7-1208-46ad-8d2a-eb6e8eac81b5&pf_rd_r=670J1KEGYC2KP1EXNE69&qid=1726816263&s=office-products&sbo=RZvfv%2F%2FHxDF%2BO5021pAnSA%3D%3D&sprefix=monthly%2Bplanne%2Coffice-products%2C146&sr=1-4-6024b2a3-78e4-4fed-8fed-e1613be3bcce-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9zZWFyY2hfdGhlbWF0aWM&th=1
https://www.amazon.com/Rileys-Co-Calendar-Tearaway-Priorities/dp/B0C5PCP2PT/ref=sxin_16_pa_sp_search_thematic_sspa?content-id=amzn1.sym.140400a7-1208-46ad-8d2a-eb6e8eac81b5%3Aamzn1.sym.140400a7-1208-46ad-8d2a-eb6e8eac81b5&crid=2VLFBJRCS4RJS&cv_ct_cx=monthly%2Bplanner&dib=eyJ2IjoiMSJ9.GNy88HHHT0HGycJuJXYHBQtJz_4djcQ43aLfRoaGhJy-5bmCF1xWVFAShVJQg2DPboGeGa36JcM3zL47MutlyDm9JSfu6l8nX3Ws9itlpXw.5beX4X8fx2WIPbBm1stbwsdaHjHHfaei2v9aLdO4yRg&dib_tag=se&keywords=monthly%2Bplanner&pd_rd_i=B0B7SKNM9L&pd_rd_r=9d9df78e-6cb7-45ed-918f-00e726b71bd7&pd_rd_w=egIeB&pd_rd_wg=UyPnH&pf_rd_p=140400a7-1208-46ad-8d2a-eb6e8eac81b5&pf_rd_r=670J1KEGYC2KP1EXNE69&qid=1726816263&s=office-products&sbo=RZvfv%2F%2FHxDF%2BO5021pAnSA%3D%3D&sprefix=monthly%2Bplanne%2Coffice-products%2C146&sr=1-4-6024b2a3-78e4-4fed-8fed-e1613be3bcce-spons&sp_csd=d2lkZ2V0TmFtZT1zcF9zZWFyY2hfdGhlbWF0aWM&th=1
https://articles.outlier.org/time-management-tips-for-college-students
https://trello.com/
https://monday.com/
https://todoist.com/
https://asana.com/campaign/fac/think?gclid=8c061894ef3d14cb12187e7aefee8902&gclsrc=3p.ds&msclkid=8c061894ef3d14cb12187e7aefee8902&utm_source=bing&utm_medium=cpc&utm_campaign=Brand%7CNAMER%7CUS%7CEN%7CCore&utm_term=asana&utm_content=Asana_Exact

