
 

Time Management – Creating Your Ideal Schedule 

 

1 
 

How Do You Use Your Time? 
 

In creating an ideal schedule that allows you to accomplish each of your academic and personal 

goals, it is helpful to spend a week logging everything you do.  Once the week is complete, 

analyze your week.  Calculate the hours you are spending on different activities.  Are there any 

surprises? Does the time spent match your priorities?  Do you have a balance that supports 

achieving your academic goals as well as taking care of yourself?  

If your schedule is working, continue to maintain a routine.  If not, it is now time to create a 

schedule that matches your goals.  On the next two pages, you’ll find some sample student 

schedules.  Notice that these examples reflect designing a “work” week and incorporate the 

student’s choices and preferences. The last page is a blank weekly schedule that breaks your time 

into one hour increments from 7am to 12am daily. Use the following guidelines to help create 

your week. 

1) As a rule of thumb, for each 1 hour in class, it is estimated that students should spend 1-3 

hours outside of class studying.  However, not all classes are created equal. Some classes will 

require more time and some less. 

2) Block and label the hours, Monday-Friday that you have scheduled classes.  

3) Block and label the hours, Monday-Sunday that you have scheduled for any part-time work.  

4) Block and label any other times for activities that you are committed to each week. Don’t 

forget to include your study time! If you have other weekly activities – sports practice, 

religious services, clubs, meetings, etc., fill them in, too.  

5) Review your schedule from last week. What other activities did you do every day? Block and 

label those times and the ones when you typically eat, exercise, watch a little TV, take an 

after-lunch nap, and hang out with your friends.  

6) This revised schedule should now more accurately reflect how you should manage your time 

between your studies, your work, and your personal life. To follow it, keep it with you.  It 

can be adjusted throughout the semester as you need it to.  Just don’t forget – you are in 

control of your time. The more you schedule your time, the more time you have available.  

Make it work for you! 
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Jane A. Student Semester Schedule – Example 1: 
 15 Credits – ENG 122; BIO 110; PSY 120; UNIV 101; HIST 100 
 Study Plan – ENG (4hrs); BIO (8hrs); PSY (4hrs); UNIV (2hrs); HIST (4 hrs) 

Work Schedule 
 SUN MON TUE WED THU FRI SAT 

630 – 7   Breakfast      
7 – 730  

BIO LAB 

     
730 – 8       
8 – 830       
830 – 9  

Breakfast/Getting Ready  
9 – 930   

930 – 10  
UNIV 

 
UNIV 

  
10 – 1030  

BIO BIO BIO  
1030 – 11     
11 – 1130  

GYM GYM GYM GYM GYM  
1130 – 12   
12 – 1230  

LUNCH LUNCH LUNCH LUNCH LUNCH  
1230 – 1   
1 – 130  

ENG HIST – 
WORK (1hr) ENG HIST – 

WORK (1hr) ENG  
130 – 2   
2 – 230  

PSY 
HIST 

PSY 
HIST 

PSY  
230 – 3   
3 – 330  PSY – 

WORK  
(1hr) 

PSY – 
WORK 

(1hr) 

PSY – 
WORK 

(1hr) 

 
330 – 4  BIO – 

TUTORING 
(1hr) 

BIO – 
TUTORING 

(1hr) 

 
4 – 430  

FLEX FLEX FLEX 
 

430 – 5     
5 – 530  

DINNER DINNER DINNER DINNER 
  

530 – 6    
6 – 630 

BIO – 
WORK 
(2hrs) 

BIO – 
WORK 
(2hrs) 

UNIV – 
WORK (1hr) BIO – 

WORK 
(2hrs) 

UNIV – 
WORK (1hr) 

  
630 – 7   
7 – 730 HIST – 

WORK (1hr) 
HIST – 

WORK (1hr) 
  

730 – 8   
8 – 830  PSY – 

WORK 
(1hr) 

ENG – 
WORK (1hr) 

ENG – 
WORK (1hr) 

ENG – 
WORK (1hr) 

ENG – 
WORK (1hr) 

  
830 – 9   
9 – 930        

 
Points to notice about this schedule: 
 This student has late starts the majority of mornings (930 or 10). 
 This student is more effective in the evenings and is comfortable with studying at that time; however, 

she is still done every evening by 9. 
 Gym time is a priority and is planned 5 days a week. 
 Friday nights, all day Saturday, and Sundays until 6pm are completely open. 

o This time can be used for social wants or possible job commitments. 
 Planned study time is based on the needs of the courses. BIO is the hardest course for this student and 

so more time is planned. 
o This student’s most difficult course is BIO and she either goes to class or studies BIO 6 days out 

of 7.  Constantly visiting the material on an almost daily basis is an effective strategy to ensure 
deeper learning. 

o Tutoring is built in as a regular part of her schedule. 
o This student enjoys her ENG class and so finishes each day with this study time. It’s easier for 

her and so doing it during the last part of the day is not a problem.  She begins BIO earlier when 
she is fresher and can maintain concentration better. 

 FLEX time is included which can be used on weeks where additional study time is needed (e.g., exam 
weeks). If this time is not needed, then she can use it however she likes. 
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Jane A. Student Semester Schedule – Example 2: 
 15 Credits – ENG 122; BIO 110; PSY 120; UNIV 101; HIST 100 
 Study Plan – ENG (4hrs); BIO (8hrs); PSY (6hrs); UNIV (2hrs); HIST (4 hrs) 

Work Schedule 
 SUN MON TUE WED THU FRI SAT 
  Breakfast      

7 – 730  

BIO LAB 

Breakfast/Getting Ready 
 

730 – 8   
8 – 830  PSY – 

WORK 
(1.5hrs) 

PSY – 
WORK 
(1.5hrs) 

   
830 – 9  PSY – 

WORK (1hr) 
PSY – 

WORK (1hr) 
 

9 – 930   
930 – 10  

UNIV 
 

UNIV 
  

10 – 1030  
BIO BIO BIO 

 
1030 – 11  ENG – 

WORK 
(1.5hrs) 

ENG – 
WORK 
(1.5hrs) 

 
11 – 1130  

GYM GYM GYM 
 

1130 – 12   
12 – 1230  

LUNCH LUNCH LUNCH LUNCH LUNCH 
 

1230 – 1   
1 – 130   HIST – 

WORK (1hr) 
 HIST – 

WORK (1hr) 
  

130 – 2  
ENG ENG ENG 

 
2 – 230  

HIST HIST 
 

230 – 3  
PSY PSY PSY 

 
3 – 330   
330 – 4  

BIO – 
WORK 
(2hrs) 

BIO – 
TUTORING 

(1hr) 
BIO – 

WORK 
(2hrs) 

BIO – 
TUTORING 

(1hr) 
BIO – 

WORK 
(2hrs) 

  

4 – 430   
430 – 5     
5 – 530  UNIV – 

WORK (1hr) 
UNIV – 

WORK (1hr) 
 

530 – 6  PSY – Study 
Group (1hr) 

   
6 – 630 ENG – 

WORK (1hr) DINNER DINNER DINNER 
  

630 – 7 
DINNER 

  
7 – 730 

HIST – 
WORK 
(2hrs) 

      
730 – 8       
8 – 830          
830 – 9       
9 – 930        

 

Points to notice about this schedule: 

 This student would rather work during the day than the evenings. She doesn’t mind getting up early. 
o This would easily allow for a part-time job or other extra-curricular activities. 

 Gym time is still important and is planned 3 days a week. 
 Friday nights, all day Saturday, and Sundays until 6pm are still completely open. 

o This time can also be used for social wants or possible job commitments. 
o This time is also available for extra exam preparation if needed. 

 Planned study time is still based on the needs of the courses. BIO and PSY are the hardest courses for 
this student and so more time is planned. 
o This student’s most difficult courses are BIO and PSY and she either goes to class or studies 

these courses 5 days out of 7.  Constantly visiting the material on an almost daily basis is an 
effective strategy to ensure deeper learning. 

o Tutoring and study group are built in as a regular part of her schedule. 
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 Sunday Monday Tuesday Wednesday Thursday Friday Saturday 
7am        

8am        

9am        

10am        

11am        

12pm        

1pm        

2pm        

3pm        

4pm        

5pm        

6pm        

7pm        

8pm        

9pm        

10pm        

11pm        

12am        
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