
Time 
Management



“You will never “find” time for anything.  If you want time, you must make it.”
Charles Bruxton

Please sign in the chat feature and include the following information:

• Name
• ID number
• What class are you attending this for (ex. Math 165/065, BIOL 124 etc.)

WELCOME
Time Management Workshop



What are some differences 
between high school/work and college?

Class Discussion:

For some of you, this may be your first semester in college.  

High School/Work
• Attending is not a choice

• You have the same schedule M-F
• Many of the same classmates that you’ve had 

for years
• You may have some responsibilities

College
• Attending IS a choice

• Each day of the week can have a different schedule
• You have all new classmates each semester and many 

of them vary in age, background, and life experience
• You may have many more responsibilities to balance

It’s important to acknowledge how different this level of schooling will be.  Time management will 
be one of the best tools for having a successful college experience!

Presenter
Presentation Notes
Less independence; choices made for you		Take ownership of time, schedule, etc. You are a minor 			Treated like a responsible adultLimited course schedule to choose from    		Wide variety of courses availableGenerally similar class formats/sizes		Lecture or discussion-based, varied size/formats Set schedule from morning to afternoon		Take ownership of time, schedule, etc. Mostly same classmates			Opportunities to meet new people More memorization and rote learning		Less time in class BUT more homework More time spent in class			Attendance is up to you. College is optionalMust attend high school			Attendance is up to you. College is optionalFewer students means it is easy to stand out		No longer automatically stand outMany opportunities for graded work		Less work; sometimes only a mid-term & finalSupport networks will likely find you		Often you must seek out supportPoor performance can still lead to college		Transferring out will depend on your performance				Transportation/commute management 	Work might be necessary



What are some differences between 
traditional classes and online classes?

Class Discussion:

Traditional Classes
1. Meets in a classroom with a professor and students

2. Communication is in the classroom or during office hours

3. Set classroom hours for classroom instruction

4. Attendance is valued in a classroom environment

5. Delivery method is usually lecture and group work

6. Time management is easier to structure because of class 

time predictability

7. Professor may remind student of work that is due

Online Classes
1. Students meets professor and classmates virtually 
2. Communication is through video, online chat, email and 

Zoom
3. Often no set meeting hours, may meet on Zoom 
4. Independent online work allows for flexibility
5. Delivery can be videotaped, Zoom lectures or no lectures
6. Time management has to be rigorous due to a self-directed 

environment
7. Student is more self-directed and needs to track work



Examples:
• Ability to work smarter not harder
• You can accomplish more in a shorter amount of time
• Saves you from stressing out about things in your control
• More time for things that you enjoy
• Keeps you organized
• Increases ability to complete tasks at a higher level

What are the benefits for having 
good time management skills?

Class Discussion:



What’s on your plate?

How many things do you commit to do?

• Work
• Family
• Friends
• School
• Activities
• House Work 
• Exercise
• Spiritual Life
• Volunteer
• Other

53%

26%

9%

12%

Sample Student

Student

Employee

Caregiver

Boyfriend/
Girlfriend

Adapted from Mount San Antonio Probation Workshop



What is the recommended number of hours 
you should study per unit?

Class Discussion:

Simple Rule:
• For every one hour of classroom time, allow two hours for homework, study 

time, and other assignments

3-unit class:
3 hours of classroom time

+ 6 hours of H/W & Assignments

9 hours total time

Full-time load = 12 units or 36 total hours

If you work: Take no more than:

40 hrs/wk 6 units
30 hrs/wk 9 units
20 hrs/wk 12 units
5-15 hrs/wk 14-16 units



How do you spend your time?
Class Discussion:

Consider your daily responsibilities, along with the things you enjoy doing, and those things you don’t want to 
do and then those things that steal away your time …and then reflect, are you using your time wisely?

Consider the things you 
spend your time on as 
you watch this video…



Rocks, Pebbles & Sand
Activity:

On a piece of paper make three columns, write: rocks, pebbles and sand at the top 
of each column. Now, list those things that fall into each category you have in your 
“jar”.

If you get stuck…recall how you spent the last few weeks. Who were you with?  How did you spend your time? 

Think about…

YouTube Time



What were some of the things you 
wrote down?

Class Discussion:

Look at your lists, are you satisfied with your “rocks”? 
Does this list reflect your priorities in life? 

If not, what are some things that you can do to create 
more time for the important things in your life?



Analyzing How You Spend Your Time
Follow Up Activity: 

Add up the total number of hours 
on your Time Management Log:

 Class time
 Studying
 Commuting
 Cooking/Eating
 Working
 Watching TV
 Free time
 Exercise

There are 
168 hours 

in each 
week.

Are you using your time the 
way YOU want to use it? 



Create a personal Time Management Log to see 
how you spend your time during the week.

Activity:

Even completing this assignment takes time management and organization!

Start with one category at a time using this fillable schedule: https://bit.ly/2KnMpQR

• Fill in what times you usually sleep
• Fill in what times you are in class each week
• Fill in what times you work each week (If this varies, use your most common schedule)

• Fill in other obligations/activities that you have (church, volunteering, etc.)

• Fill in commute times to all of the above activities
• Fill in other activities that you spend time on (homework, social media, TV, exercising, eating, cleaning, etc.)

https://bit.ly/2KnMpQR


How do you feel about the results of your
Time Management Log?

Class Discussion: 

• Did you struggle to write down a consistent routine?

• Do you have weekly study time? Is it 2 hours a week to every class unit?

• Do you have more free time than you thought you did?  Less free time?

• What changes can you make to organize your week better?

• Can you commit to adding more studying time if it is necessary?

• Can you commit to a semester routine in order to be more successful?



Sample
Weekly
Schedule



Are you a procrastinator?
Class Discussion: A common time waster: 

Did you know that there 
are different types of 
procrastinators? 
Maybe you can relate to 
one in the following list 
along with strategies to 
help you.

Adapted from “It’s About Time: the 6 Styles of Procrastination & How to Overcome Them” by Dr. Linda Sapadin with Jack Maguire, Penguin Books, 1996; Sanger Learning And Career Center



Perfectionist: 

• Focus on what is realistic
• Seek support from others
• Make “to do” lists that break down big tasks into smaller tasks
• Accept that mistakes happen – keep it light
• Commit to rewarding yourself for achieving even small goals

“I find it difficult to start a task because 
the thought of getting every detail perfect 

is overwhelming.”
Ways to help: 



Worrier: 

• Learn to make realistic judgements about time needed for tasks
• Don’t let the “what if” thoughts keep you from trying
• Break down tasks to reduce anxiety
• Do at least one thing a day that puts you out of your comfort zone
• Try to find at least one exciting thing about each task

“That task seems risky and I don’t want to 
mess up.  I prefer to stay in my comfort zone.”

Ways to help: 



Crisis Maker: 

• Remind yourself that you are not going to be turning in your best work if you don’t 
have time to review and reflect

• Create “deadlines” for yourself as a way to use your natural need for adrenaline
• Engage in other activities to give yourself that feeling of being under pressure such as 

playing a sport

“I work best when I’m under pressure.  
I enjoy the rush of working under a 

tight deadline.”
Ways to help: 



Dreamer: 

• Avoid vague goals and be specific with your plan on how you’re going to finish something
• Schedule creative time for yourself – play
• Plan out steps of projects or assignments and put them in writing – follow your directions
• Use alarms or timers to keep yourself on track 

“I find the thought of doing a task more 
pleasant to think about rather than 

actually doing it.”
Ways to help: 



Over-Doer: 

• Recognize your personal limitations
• Rank priorities and post the list where you can review it throughout the day
• Incorporate time for relaxation and meditation
• Learn to say “no” when appropriate

“I find it difficult to say no.  Sometimes I take 
on too much and wind up putting off one task 

for the sake of completing something else.”

Ways to help: 



Defier: 

• Look for reasons behind assignments and responsibilities 
• Reflect on ways you could respond rather than just saying “no”
• Learn self-calming strategies
• Look at the bigger picture when making a choice not to do something

“I find it difficult to do something if I 
don’t think it’s necessary.  I prefer to 

maintain control over situations.”

Ways to help: 



Time Management- following a daily schedule-
guarantees to improves college success!

If you put effort towards changing some of your time management 
habits, you will notice a difference in your grades, your stress levels, 
and you will see progress towards your goals.

Please complete the questionnaire that will be provided for you.



Mini Desk Ideas 

Class Discussion: Your Space

Find a spot in your home that can 
be converted into your study area.  
Try to make it a quiet area that says 
“time to study”!



Resources at Citrus College

Counseling & Advisement
(626) 914-8530

counseling@citruscollege.edu 

Career & Transfer Center
(626) 914-8639

ctc@citruscollege.edu

Health Center (Mental Health)
(626) 914-8671

Dream Resource Center
(626) 914-8546

Amayrani Ochoa Almeida
aochoaalmeida@citruscollege.edu

Basic Needs
Coordinator Dunia Valladares

dvalladares@citruscollege.edu

mailto:ctc@citruscollege.edu
mailto:aochoaalmeida@citruscollege.edu
mailto:dvalladares@citruscollege.edu
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