
​Time Management​

​Purpose​
​●​ ​Reduce anxiety and stress throughout college with proper planning​
​●​ ​Become more efficient in achieving your goals and excel in life​

​STEP 1​
​Complete the Daily Time Log Sheet on page 2​

​●​ ​Carry this log with you and complete it for the next week, starting today​
​●​ ​Be as accurate as possible, in increments of 30 minutes​

​(study for class xxx, take a shower, watch TV, use phone, social media, attending class)​

​STEP 2​
​Complete the Time Use Chart on page 3​

​●​ ​Fill out column A, B, and C​
​●​ ​Pay attention how you use your time and how it supports you achieving your goals​
​●​ ​What activity time can you decrease in order to have more time to study​

​STEP 3​
​Draft an Ideal Schedule and Master Calendar on page 4​

​●​ ​Know yourself and your needs​
​●​ ​Block and label the hours you have classes​
​●​ ​Block and label the hours for work or other set activities​
​●​ ​Rule of thumb: for each hour in class, you need 2-3 hours outside of class​
​●​ ​Review your time log – what other activities did you do every day (eat, sleep, nap,​

​exercise, watch TV, hang out with friends, …)​
​●​ ​Use colors and categorize activities (e.g. blue = study, exercise = orange, green = friends)​

​Remember​
​●​ ​It’s good to have a plan​
​●​ ​A plan can always be adjusted as you see it fit​
​●​ ​It’s good to be in control (of your time)​

​TIPS and STRATEGIES​
​●​ ​Break larger assignments into smaller achievable goals/tasks​

​(10 page paper, 1 page per day)​
​●​ ​Schedule readings in smaller blocks across the week​
​●​ ​Plan for breaks and mini rewards throughout the day​
​●​ ​Complete the hardest or most boring daily task first, everything else is easy then​
​●​ ​Get enough sleep​
​●​ ​Do not skip a meal​

​If you run into trouble or need someone to talk to – come see us at Counseling Services☺​

​Counseling Services​ ​Phone: ​​(808) 932-7465​ ​Student​​Services Center E-203​

https://www.google.com/search?client=safari&rls=en&q=counseling+center+uh+hilo&ie=UTF-8&oe=UTF-8


​Daily Time Log Sheet​

​2​

​Monday​ ​Tuesday​ ​Wednesday​ ​Thursday​ ​Friday​ ​Saturday​ ​Sunday​
​06:00 am​
​06:30 am​
​07:00 am​
​07:30 am​
​08:00 am​
​08:30 am​
​09:00 am​
​09:30 am​
​10:00 am​
​10:30 am​
​11:00 am​
​11:30 am​
​12:00 pm​
​12:30 pm​
​01:00 pm​
​01:30 pm​
​02:00 pm​
​02:30 pm​
​03:00 pm​
​03:30 pm​
​04:00 pm​
​04:30 pm​
​05:00 pm​
​05:30 pm​
​06:00 pm​
​06:30 pm​
​07:00 pm​
​07:30 pm​
​08:00 pm​
​08:30 pm​
​09:00 pm​
​09:30 pm​
​10:00 pm​
​10:30 pm​
​11:00 pm​
​11:30 pm​
​12:00 am​



​Time Use Chart​

​A​
​How many​

​hours did you​

​B​
​How many hours​

​should you​

​C​
​How many​

​hours will you​
​Sleep​

​Attend class​

​Study​

​Eat​

​Get ready​

​Commute​

​Work​

​Watch TV​

​Socialize​

​Internet​
​(News, Instagram, Tiktok, etc).​

​Talk on the phone / text​

​Social Media​

​Play video games​

​Exercise / workout​

​Household Chores​

​Shopping​
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​IDEAL SCHEDULE / MASTER PLAN​
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​Monday​ ​Tuesday​ ​Wednesday​ ​Thursday​ ​Friday​ ​Saturday​ ​Sunday​

​06:00 am​
​06:30 am​
​07:00 am​
​07:30 am​
​08:00 am​
​08:30 am​
​09:00 am​
​09:30 am​
​10:00 am​
​10:30 am​
​11:00 am​
​11:30 am​
​12:00 pm​
​12:30 pm​
​01:00 pm​
​01:30 pm​
​02:00 pm​
​02:30 pm​
​03:00 pm​
​03:30 pm​
​04:00 pm​
​04:30 pm​
​05:00 pm​
​05:30 pm​
​06:00 pm​
​06:30 pm​
​07:00 pm​
​07:30 pm​
​08:00 pm​
​08:30 pm​
​09:00 pm​
​09:30 pm​
​10:00 pm​
​10:30 pm​
​11:00 pm​
​11:30 pm​
​12:00 am​


