Adapted from Becoming s Master Student Book.

The following 21 time management techniques are about when to study, where to study, how to handle the
rest of the world, and things you can ask yourself when you get stuck. As you read, underline, circle, or

otherwise note the suggestions you think you can use.

Plan two hours study time for every hour you spend in class.

There are exceptions, but this is a good general rule. It's also one that few students follow.
Students making the transition from high school to bigher education are often unaware that more
is expected of them. If you are taking 15 units, plan to spend 30 hours per week sr.udylng, The
beneflts of following this rile wlil be apparent al exam time. o

Study difficult or boring subjects first.

If your chemistry problems piit you Lo sleep, do them first; while you are fresh. Most of us tend to
do what we like to do first, yet the courses we find most difficult eften require the most creative
energy. Save the subjects you enjoy for later. If you find yourself avelding a particular subject, you
might get up an hour early to study it before breakfast. With that chore out of the way, the rest of
the day will be a breeze. (If you discover that you continually avold a suhject, that course mizht be
a potential trouble area. Take a look at the clrcumstances of this behavior).

Avoid scheduling marathon study sessions.

When possible, study In shorter sessions. Three 3-hour sesslons are far more productive for most
people than one 9-hour sesstor. In a 9or 10-hour study marathon, the aciual time on task can be
depressingly small. With 10 hours ahoad of you, the temptation Is to tell yourself, “Well, it's going
to be a long day. No sense In getting in a rush. Better sharpen a dozen of these pencils and change
the lightbulbs.” In the 10 hour sitting you might spend onty 6 or 7 hours studying, wheyeas three
shorter sessions might yleld as much as 8 hour of productive time.

When you do study in long sessions, take a planned break every hour. Focus your attention for
shert periods, then give your braln a chance to take a break.

Finaily, if you must study iv a large block of time, work on several subjects and avoid studylng
similar subjects back to back. For example, if you plan to study soclology, psyciiology, and
computer sclence, sandwich the computer course between psychology and sociology.

Be aware of your best time of day.

Mauny people learn best In daylight hours. Observe yourself, and If this Is true to you, schedule your
study time for your most difficult subjects witen the sun is up. Many successful business people
begin their day at 5 a.m., while most of us sleep. Athletes and yogls use this time too. Some writers
complete their best work before 9 a.m. Unless you grew up on a farm, the Idea of belng conscious
at 4 a. m. might seem ridiculous, Getting up that early is like jumping ia an icy mountain lake. Afier
the Initial sheck, your body comes allve. Very early morning Is a beautiful time. The world is qulet.
Inner volces are less Insistent. Spiritual leaders of all persuasions have recommended predawn as-
a time of meditation and prayer. The mind Is betfer to fecus before it is assaulted by the jangle of
telephones, traffic, and top forty tunes. If you are not convinced to use this technique regularly, test
it when you're 1n a time crunch. Even If it doesn't wotk for you, find out what time is better
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5. Use waiting time.
Five minutes waiting for a bus, 20 minutes, 20 minutes waiting for me dentlst, 10 minuies belween

classeg- walting time adds up fast. Have short study tasks ready to-do during theses thnes. For
example, you can carry 3x5 cards with equations, formulas, or definitions and pull them out
anywhere. Also, use time between classes or during work breaks to review class notes or notes on
reading. A solid review of a lecture can be completed In 15 minutes, and even 5 minutes can be
valuable If you are prepaved.

Where to study

Use a regular study area.

Your body knows where you are. When you use the same place to study, day after day, your body
becomes trained. When you arrive at that particular place, it will automatically sense that it's time to
study. You wil} focus your concentration more quickly. For that reason, don't sleep where you study.
Just as you train your body o be alert at your desk, you alse train it to slow down near your bed. Don't
cat where you study. Use your study area for study and make it a ritual.

Don’t get too comfortable.

In bed, your body gets a signal. For most students, it's more likely to be, “Time to sleep,” rather than,
“Time to study!” Easy chairs and sofas are also dangerous places to study. Learning requires energy.
Give your body a message that energy Is needed. Put yourself into a sttuation that supports that
message.

Use a library.

Libraries are designed for learniug. The lighting Is perfect. The nolse level Is jow. Materlals are
available. Enterlug a library is a signal to your body to quiet the mind and get to work. Most people can
get more done in a shorter time at a ltbrary. Experlment for yourself. :

Pay attention to your attention.
Breaks In your concentration are often caused by lnternal interruptions; your own mougbm ]umplng in
io tell you another story about the world. When that happens, notlce the thoughts and let them go.

Agree with mates about study time.
This includes roommates, husbands, wives, and kids. Make the rules clear, and be sure to l’oﬂow them
yourself. Make expliclt agreements-even written contracts.

Avoid noise distractions.

Don't study in front of the TV Turn off the stereo. Many students Insis; that they study better with
music, and that may be true. Some students have reported good results with carefully selected and
controlled muslc. The overwhelming majority of research Indicates that silence is the best forim of
music for study.

Notice how others misuse your time.

Be aware of repeat offenders. Ask yourself if there are certain friends or relatives who consistently
Inferrupt your study time. If avolding the interrupter Is impractical, send a clear message. Sometimes
other don’t realize they are breaking your concentration. A gentle reminder should do .

Get off the phone.
The telephone 1s the perfect Interrupter. Peopie who woulda't think of distracting you when you are

‘usy will call at the worst times because they can't see you. For your part, it 1s easy te rationalize

interrupting your study for a phone call. After all, it wasn’t your Fault the phone rang, aad besides, you
don't want te be rude.
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Learn to say no.
This is a valuable time-saver for students and a valuable life skiil. Many people feel I 1s rude to refuse .

* a request. Saylng no can be done effectively and courteously. Others want you to succeed as a student.
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When you teil them that you can't comply with thelr mquest because you are busy educal;!ng yourseif,
99% will understand.

Hang a “do not disturb” sign on your door. Many hotels wlil give you one free, just for the
advertising. Or you can make a creative one. They work. Using one will relieve you of making a declslon
about cutting off each fnterruption-a time-saver In itself.

Things you can ask yourself when you get stuck.

Ask: What is one task [ can accomplish toward my goal? This Is a good technique to use
on big, imposing jobs. Pick out one small accomplishment, preferably one you can cotmplete In about
five minuves, then de it. The satisfaction of getting ope thing done often spurs you on ko get one more
thing done. Meanwhlle the job gets smaller.

Ask: Am [ beating myself up? When you get frustrated with a reading assignment, or when you
notlee that your atteation wanders repeatedly, or when you falt behlad on problems due for lomorrow,
take a minute to ask yourself how you feel about It. Are you scolding yourself too harsbly? Lighten up.
Allow yourself to feel a little foolish, recoguize the feellng, and get on with 1t. Don't add to the problem.
by berating yoursell.

Ask: Is this a plano? Carpenters who build rough frames for bulidings have a saylng they use when
they bend a uall or hiack a chunk out of a twe-by-four. They say, “Weli, this aln't no plano.” It means
perfection is not necessary. Ask vourself if what you are dolng needs to be perfect. You don't have to
apply the same standards to review notes that you apply 1o a terin paper. The basketball player who
refuses to shoot uutil the perfect shot is avallable may never shoot. If you can complete a job 95
percent perfect in two hours, and 100 percent perfect in four hours, ask yoursell whether the
additlonal flve percent improvement is worth doubling the amount of time you spend. Sometimes it 18 a
plano. A tiny mistake can ruin ae entire lab experiment. Computers are notorlous for turaisg little
errors into monsters. Accept lower standards where appropriate; especially when time is short.

Ask: How did 1 just waste time?

Notice when time passes you and you baven't accomplished what you planned. Take a minute to review
your actions and note the specific way you wasted time. We operate by hablt and tend to waste time n
the same ways over and over again. When you have noticed things you do that kill your time, you are
more likely to catch yourself in the act next time, Observing one small quirk may save you hours.

Ask: Would | pay myself for what I'm doing right now? If you were employed as student,
would you be earnipg your wages? Ask yourself this question when you notice youi've taken your third
popcorn break in 30 minutes. Most students are, in fact, employed as students. They are investing their
own productivity and sometimes don't reallze what a mediocre job might cost them.

Aslc Can | do just one more thing? Ask yourself this question at the end of a long day. Almost
always you may enough energy to do Just ene more short task. If you get into the hablt of working until
you are done, then doing one more thing, those end-of-the-day task will soon add up. The overall
increase In your productivity wiil surprise you,




