Tips for Time Management

NAIT students have a demanding course load and numerous assignments.
Good time management is one of the most important skills for enhancing
success.

Q

Take a few days to monitor how you currently use your time and
then decide where you can make realistic changes.

Make attendance and arriving on time a priority.

Make a daily “to-do” list and prioritize it. Always do high priority tasks
first.

Use your NAIT Students’ Day Planner to schedule in all assignment
and lab due dates, exam dates, appointments, and personal
engagements.

Use the Semester Timeline at the back of this book. Spare copies are
available from Student Counselling.

Organize your workspace.
Do daily and weekly review.

Spend your time studying what you don’t know, not reviewing what
you know well.

Use your peak energy times for your most important/challenging tasks.

Take breaks. Study a maximum of 50 minutes and then take a short
break.

Monitor and control television, computer and telephone time.
Learn to say “NO”.

Organize your books, clothes and lunch the night before.
Beware of being a perfectionist.

Get into a regular routine for sleeping, eating and studying.

Learn from the past. What could you improve from last week? Last
semester?

Learn to manage procrastination.
Prepare ahead for peak times (e.g. exams).

Ask for help if you need it.
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Using your NAIT Students’ Day Planner

Your Day Planner should include the following:

o A copy of your class timetable. The last two pages of the Day Planner
provides space for you to write in each semester’s timetable.

All assignments recorded on the due date.

All exams, tests, quizzes etc. recorded on the date they will be written.
Any appointments or meetings at NAIT or outside of school.

Work schedules or activities that change from day to day.

Time scheduled for recreation or leisure activities.

Phone numbers of classmates.

To-do lists. These can be written on a post-it note so the list can be
moved to the next day if all items are not completed in one day.

o A post-it flag marking today’s date.
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During the school day:

1. Keep your Day Planner close at hand during classes so that you can
record assignments, exams and appointments as they are given.

2. Listen carefully when your instructor gives an assignment or schedules

an exam. If you have any questions, ask for more information.

Wirite an entry describing the assignment or exam on the due date.

. Make the entries brief, but be sure that you can understand them. When
you write your entries, first write an abbreviation for the subject, then
write a note describing the assignment or exam.

S

Before you leave school:

1. Check your Day Planner. Decide what homework you need to do during
the evening.

2. Gather the materials that you will need for your homework.

3. If you don't understand one of your assignments, ask your instructor or a
classmate about it before you leave school.

continued ...
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At Home:

1. Keep your Day Planner on your desk so that you are aware of what
work you need to be completing.

2. First, do the assignments or study for exams that are due tomorrow.

When you finish an assignment check it off or highlight it so that you
know it is complete but are still able to see the information.

3. Next, work on assignments or study for exams that are in the future.

For large assignments or exams it is useful to divide the work into

smaller units, and schedule in time until the due date or exam date.

4. If you have any questions, call a friend who may know, or write the
guestion in your Day Planner so that you remember to ask an
instructor or a friend on the following school day.
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than feeling stressed that they might not achleve perfectlon Perfectlonlsts
can change by doing the following:

Set realistic goals.

Set limits on how much time you will spend on a project — and stick
to these limits. (e.g., Perfectionists will often spend twice the time
on projects as non-perfectionists; the extra time spent usually
provides little gain).

Judge yourself by who you are, not by what you accomplish.
Lighten up by scheduling in free time for fun and relaxation. (This
actually makes you more creative and productive).

Ask yourself, “What is the worst thing that could happen if | don’t
do this perfectly or if | fail?”

Look at what you have accomplished in the past and break tasks
into small, achievable goals based on your past performance.
Decide on several things that are really important to you and put
your effort into those goals. Lower your standards on other tasks.
Remember that people learn by making mistakes. If you’re not
taking risks because you think you might fail, you are probably
missing out on a lot of growth and learning.

Schedule in free time for fun and relaxation every day. (This
actually makes you more productive and creative.

Stop chasing the impossible dream. No one is, or ever will be,
perfect.
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