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Introduc!on to Time
Management
Purpose:  Consider how you currently manage your

#me and how you can be"er manage your #me to

succeed in an online course.

Everyone has the same amount of #me available to

them. We cannot control #me, but we can learn to use

it more efficiently and effec#vely by planning carefully.

How much #me should be allocated to study? 

The credit value of the course generally indicates the

number of hours per week of study required per

semester:

For every one credit hour in which you enroll,

you will spend approximately two to

three hours outside of class studying. Therefore,

to help determine the course load most

appropriate for you, use the formula: 3 credit
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hours (1 course) = 3 hours in class per week = 6-

9 hours study #me per week.

This is the average #me requirement and will vary

depending on previous study experience, whether

English is your first language, individual study methods,

and the weekly demands of the course.

Alloca#ng your #me 

Decide what is important. Define your priori#es by

deciding what your goals are for that week or that day.

Using this goal-oriented approach to your work also

helps you plan your #me. It helps you decide which of

the goals are likely to take more #me and therefore

what day, when, and where you will be able to fit them

in.

Managing your limited #me 

Once you have established what your goals are create

an ac#on plan to achieve them, i.e. plan step by step

what you will do to achieve each goal. Regularly make a

To-Do list that sets out your priori#es.

Making the best use of your #me 

Use down#me, e.g. wai#ng #me, traveling #me.

Set your own deadlines - they provide

mo#va#on for comple#ng tasks.

Share your goals - this increases your mo#va#on

because you are making a public commitment

and you do not want to let yourself down.

Establish a rou#ne 

Set aside definite study #mes, with equal amounts of

#me allocated for each course per week, that you will

keep to, e.g. Sunday 2-5 pm, Wednesday 8-11 pm.
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Create a pa"ern of expecta#on of study at those #mes.

Study #me should be planned in the same way as you

plan leisure, meals, work, sport and exercise, and sleep

#me.

The D.I.N. rule

One of the most difficult stages of academic tasks is

ge&ng started.

Some assignments look pre"y scary, especially if they

are different from previous ac#vi#es. So to overcome

this barrier, Do It Now is a very good strategy. It gets

you started and once a task is started you are likely to

finish it. This also avoids issues with

procras#na#on and other #me-wasters.

This strategy allows you to find out if you have enough

resources. It also helps you deal with those unexpected

small assignments.

Use rewards

Because you are now in charge of your own learning,

you also have to reward yourself when you have done a

good day's or week's work. You can keep yourself

working with the knowledge that when the reference

list is finished you will

check your emails

text your friend

go for a run

Arrange a bigger reward for yourself when a major

assignment is completed.

Be persistent

If the #me plan does not work straight away,
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do not give up; spend some #me thinking about what

has happened that interfered. It may be something

unan#cipated over which you have no control such as

illness. However, if this is not the case, it can be very

educa#onal to keep a #me diary for two or three days

and jot down what you are doing every 20 minutes

throughout the day and how long you do the different

ac#vi#es. You o!en find out where and when you are

losing or was#ng #me.

Did you leave something out of the plan?

Are you not allowing a realis#c amount of #me?

Do you need an addi#onal mo#vator?

Task:

1. Write a couple of paragraphs summarizing

your goals for the semester and an ac#on plan to

achieve them.

2. Write a couple of paragraphs explaining the

definite study #mes, with equal amounts of #me

allocated for each course per week, that you will

use to achieve the goals you've planned to

achieve this semester. 

3. Write an addi#onal paragraph explaining the

strategies you plan to use to help yourself stay

on top of the study #mes you have planned for

the semester. You may choose to use the ones

given above or others that have worked for you

in the past. 

4. Respond to at least 2 other students' posts.

Each response should be substan#al to earn full

credit. Rather than agreeing with your

classmates' posts, ask a ques#on or add

informa#on to their posts to con#nue the

discussion. 
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Rubrics

Copy of Discussion Rubric

Start a New Thread

Filter by:

Sort by:

Most Recent Ac#vity

You must start a thread before you can

read and reply to other threads

Criteria on which you will be graded:

Fulfillment of the four steps above.

NOTE:  You will have to post at least one thread of your

own before you will be able to read and respond to

other students' posts.  Make sure you post your thread

early so that you will have #me to read and respond to

other students' posts.
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