Helping your students manage their time effectively

Dr Michelle Reid, University of Reading

ADSHE Networking day – 17th June 2010

What tools and strategies do you use to help your students with 
Planning, Prioritising, and Procrastination? 
In the case of popular suggestions the number of times it has been suggested is recorded in brackets 

PLANNING

· A3 semester planners
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· Break down into stages using planner and track progress

	Find assignment title
	Reading  
	Etc
	Etc
	Etc
	Etc
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· Overview

Identify

Break down into chunks

· Plan an individual task – be specific

· Time table 

· Essential work time

· Living time

· Flexible time

· (or study, work, leisure)

· Plan time out (maybe activities) (2)

· Balance work load and leisure pursuits

· Print off term plan / semester plan / 4 week plan = visualising time

· Weekly planner

· Put in time line – show progress

· Be flexible

· Review regularly

· Identify students’ attitudes to planning

· Plan backwards from the task

· Be strict about adhering to goals

· Deal with perfectionist issues

· Be flexible in approach – use of spider diagrams, colour coding, images, gadgets 

· Planners can have various designs, showing: Overview of week and modules; credits / assessment criteria; dates due

· Show student how to use module outlines and Virtual Learning Environment (e.g. Blackboard)

· Calendar – use Microsoft Outlook to sync to mobile / send reminders

· Have measurable tasks – specific things at specific times

· Technology such as Inspiration

· Peer discussions

PRIORITISING
· Pick one thing they know most about 

· Recognising deadlines – not just for written work

· Identifying key overview texts (either student or dept identifies)

· Create a to do card: 




From: Ross Cooper Creating Success
· Use an urgent / important grid

	
	Important


	Not Important

	Urgent


	
	

	Not Urgent


	
	


· Take a little time to do some work for a hard topic and then come back to it later

· Colour-code assignments and keep separately

· Allocate a set day for a long project

· Visual blocking out of priority times

· Decide what’s most urgent

· Is there a time deadline?

· Choose an exam area / essay

· Allocation of marks is a factor in prioritising (2)
· Identify your goals – what is important to you?

· Flexible priorities – they may change (
· Make a to-do list to get tasks out of your brain – reduces anxiety of “forgetting”

· Don’t worry if you don’t do all on the to-do list today – set realistic goals

· Use a checklist for tasks to be done at a given time

· Know how long tasks will take realistically – allow more time than they think they need (2) 
· Break down tasks into tiny steps

· Realising consequences

PROCRASTINATION
· To get started....brainstorm words / ideas / images

· Break down the task (e.g. essay title or “what do I have to do?”)  together and discuss together

· Suggest the student starts where they are most confident

· Use a different method e.g. Inspiration software

· (Try to overcome the block)

· Plan a reward within a time-frame (2)
· Set a time frame even if it is small (e.g. 10 mins)

· Alternate between “hard” and “less difficult” tasks

· Consider strengths

· Identify the best time to work (depends on the individual)

· Write a list, split it into chunks 
· Find something that motivates you that gives you a reason to do it

· What’s your fear?

· Why are you putting it off? (Eliminate the fear)

· Chunk 

· Get started, even single words

· Short bursts – be realistic 30 mins vs. 3 hours

· Clear goals

· Have questions in mind – focus on a small task

· Find a good place to work ( 

· Remind student of looming deadline and help focus

· Visualise goal

· Regular meetings and mini-deadlines

· Manageable tasks

· Remind students of their goals and reasons for studying (motivation)

· Cultivating self-belief

· Take dictation or a recording

· Changing time sense
Use Post- its to track progress





TODAY





Ring M to arrange meeting


Read chapter


Go to lecture


Meet T for lunch ( (one item for yourself)


Return library books





























Must be do-able and specific (not just “arrange meeting”)


























Bend card to stand on desk








